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COMPANY, 


LEADER IN INTERNATIONAL 


MORRISON-KNUDSEN 
INC. 


HEAVY CONSTRUCTION AND ENGINEERING 


OSbalional Accounting machines save us $116,400 a year... 


return 90% on our investment 


“Our heavy construction and engineering 
business is international in scope, employing 
more than 40,000 people. We have placed 
32 National Accounting machines on field 
construction projects, and in our home office 
and branch offices. 


“The machines are used for accounts pay- 
able, payrolls, processing earnings records, 
preparing Federal and State reports, writing 
W-2's, and posting detail cost ledgers. 


“The flexibility of these Nationals permits 
switching quickly from one job to another, 
thus increasing the utility of these machines. 
We also appreciate their rugged construc- 


y// 


tion and the minimum of service required, 
as most of our jobs are located in isolated 
areas many hours from National Service 
offices. And the simple operation and pro- 
gramming of these machines is advantageous 
in training personnel quickly to use these 
machines on relatively short-term field jobs. 


“We estimate that these National Ac- 
counting machines save us $116,400 a year, 
a 90% annual return on our investment.” 


. 


Controller, Morrison-Knudsen Co.., Inc., Boise, Idaho 


THE NATIONAL CASH REGISTER COMPANY, parton 9, on10 


989 OFFICES IN 94 COUNTRIES 


—MORRISON-KNUDSEN COMPANY, INC., Boise, idaho 


In your business, too, National 
machines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your nearby 
National man will gladly show how 
much you can save—and why your 
operators will be happier. 


He's listed in the yellow 
pages of your phone book. oa 
*TRADE MARK REG. U. S. PAT. OFF. 
ACCOUNTING MACHINES 


ADDING MACHINES » CASH REGISTERS 
wcr paper (No Carson Reauinep) 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 80 
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Mr. Fuller and the salesmen who handle “branch office” calls 


“Our customers in 12 cities telephone us without cost to them’’ 


Henry B. Fuller, vice president and general manager 
The W. M. Pattison Supply Company, Cleveland, Ohio 


“Our ‘telephone branch office 
service’ in 12 cities outside of Cleve- 
land,” says Mr. Fuller, “is our 
number one sales specialty for out- 
of-town business. 


“Customers and prospects call a 
local number, and these calls come 
direct to our Cleveland headquar- 
ters without charge to the caller.” 

Here’s a typical example of how 
“telephone branch office service” 
works for The W. M. Pattison Sup- 
ply Company: 


A breakdown of transmission 
equipment stopped a battery of 
presses for a Pattison customer. 
He called a local number—the call 
automatically came into Pattison’s 
Cleveland headquarters. Within two 
hours a specialist was at his plant. 


“His problem was solved. We 
made a sale. And the credit,” says 
Mr. Fuller, “goes to our ‘telephone 
branch office service.’ ” 


The cost to Pattison—a small 
monthly charge, plus the cost of 


the calls—is just a fraction of what 
it would cost to operate one out- 
of-town office. 

If you'd like to know more 
about this and other plans de- 
signed to bring in more out-of- 
town orders, just call your Bell 
Telephone Business Office. A rep- 
resentative will visit you at your 
convenience. 


BELL TELEPHONE SYSTEM 
Call by Number. It’s Twice as Fast. 
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Executive 


Write for copy of our new brochure 
“The HIDDEN ASSET in your annual report” 
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forecast . 
by Robert M. Smith 

Suburban bank proves mechanization can pay in 
small office 
by Frederick Vogel 

1957 “Office of the Year” Awards announced 

How a functional file can aid in forms control 
by Ray Marien 

Employing the “art of command” in company com- 
munications 
by Stanley H. Mansbridge 

How to prepare an office for a computer installation 

Semi-annual index 

Tools of the Office series 
This month: Wardrobes and Lockers: 
Storage Equipment 

Long range planning is only effective when it, too. 
is planned 
by Ernest W. Fair 

Publishing firm adds a modern touch to its 50-year- 
old address 

Don’t overlook older office buildings when planning 
new office space 

Automation in the office 

“Business as usual?” (Editorial) 


Sponsor of the “Office of the Year” Awards 


HOW the benefits of automation 
can be wedded to the procedures 
of a small office — in this case 
a bank — is discussed in the 
article beginning on page 22. 
From his headquarters in New- 
ton, Mass., Joseph Earl Perry has 
guided his institution’s entry 
into machine accounting with 
acknowledged success. And, hap- 
pily, neither his good humor nor 
pioneer spirit has been disturbed 
during the process. 


Subscription: $4 a year in United States and in 


possessions, Canada, Mexico and 
er countries $9 a year. Single copies 45c; Yearbook Issue $1. ae 
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The “Thermo-Fax” Copying Machine 


...it’s the fastest way to copy-try it! 


The fast ‘“Thermo-Fax’”’ Copying Machine is the only All-Electric, 
dry process copy maker. With it you make copies in 4 seconds by elec- 
tricity alone. You eliminate chemicals, negatives. You get your copies 
for as little as 5¢ each. Try it. Use it on your own business communi- 
cations, on any forms you now must retype or duplicate. You’ll see 
how the clean, modern simplicity of this exclusive dry copying process 
can save you time and money over any other copy method. For your 
demonstration, call your dealer. Or for details and your free copy of 
our new business communications book, just send the coupon below. 


MINNESOTA MINING AND MANUFACTURING COMPANY 
where RESEARCH is the key to tomorrow 


encoucr On 


COPYING PRODUCTS 


Minnesota Mining & Manufacturing Company 
Dept. KN-18, St. Paul 6, Minnesota 


Send full details on the dry process THERMO-FAX ‘“‘Secretary’’ Copying Machine 
and my free copy of your new book, Better Business Communications. 


Name 


City Zone State 
“Thermo-Fax”’ and “‘Secretary’’ are 3M Company trademarks 
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Pacific Mutual policies all 
controlled by electronics 
Pacific Mutual Life Insurance Co., 
Los Angeles, recently became the 
world’s first life insurance company 
with all individual life insurance pol- | 
icyholders’ service records controlled | 
by electronics. 
The company installed its $2 mil- 
lion Univac data processing system in 
its home office in August 1955, the first 


in the West. The project had been | | 


such installation in private industry §4j~ 
¢ 
4 
| 


given two years’ investigation, survey © 
and study, and a similar period was — 
devoted to the training of experts to © 
supervise the operations of the system. © 
Preliminary changeover of individual © 
records began in January 1955, when § 
information formerly maintained me- § 
chanically on cards underwent trans- 
fer to magnetic tape in preparation 
for subsequent absorption into the 
Univac installation. 

Today, more than one million rec 
ord cards previously maintained man- 
ually have been replaced by electronic 
recording. This number will increase 
as other phases of the company’s rec- 
ord-keeping are taken over by the 
system, Pacific Mutual reports. Presi- 
dent T. S. Burnett stated that the new 
process is “shortening the distance” 
between the company and its policy- 
holders. Through electronics, the com- 
pany can offer service that is more 
down-to-the-minute, and do it faster 
and more economically. This increased 
nearness to the policyholder, he con- 
tinued, was one of the major objectives 
of the changeover to electronic proc- 
essing. 

He noted that the new system is 
now absorbing the work of many 
persons formerly in routine jobs, but 
that expansion of Pacific Mutual’s busi- 
ness already has provided other, more 
interesting employment for all those 
whose former work is now processed 
by Univac. 


Survey reveals growth of 
operations research 

A growing acceptance by manage- 
ment of operations research as a meth- 
od of examining alternatives from 
broad scientific viewpoints was dis- 
closed recently from results of an 
American Management Association 
survey. 

This survey attempted to gauge the 
status of operations research in indus- 
try today. And, although there existed 
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Easier, more accurate punched-card controls... faster management reports! 


 mil- 
‘m in 
e first 
lustry So 

2 t 

é 

Fs 


Ae 


been © 
urvey | 
| was — 
rts to” 
stem, 
vidual © 
when § 
1 me- § 
trans- 


ration 


» the 


1 rec 
man- 
tronic 
crease 
S rec- 
y the 
Presi- 
> new 
ance” 
volicy- 
com- 
more 
faster 
reased 
» con- 
“clives 
proc- 


Tiss 


em is 
many 
s, but 
s busi- 
more 
those 
cessed 


of 


anage- 
meth- 

from 
s dis- 
of an 
‘iation 


ge the 
indus- 
-xisted 


ENT 


New Keysort Data Punc 
imprints and punches 
in a single operation 


Conveniently located to serve such varied appli- F 
cations as labor control, sales and order analysis, 
maintenance control or costing, Keysort Data 
Punch simultaneously imprints and code- 
punches production or sales information (such 
as — in labor control — work center, order and 
operation number, clock number) onto easily- 
sorted Keysort punched cards. Far faster, more : " 
legible than hand-written records. Compact, 
rugged, error-proof, the Keysort Data Punch 
speeds cards direct to accounting . . . makes 
possible complete, accurate compilation of : 
earlier management reports. 


Learn how Keysort Data Punch — in conjunc- 
tion with Keysort punched cards — can today 7 
speed to your desk the timely reports necessary i i 
for true modern management control. The near- re 
by McBee man will be glad to demonstrate the 
Data Punch’s exclusive advantages. Phone him 
or send coupon for illustrated folder. 


MCBEE 


KEYSORT DATA PUNCH 


ae 


ROYAL MCBEE Corporation 
Port Chester, N. Y. 
In Canada: The McBee Co., Ltd., Toronto 16 


OM 
To: Keysort Data Punch 


Royal McBee Corp., Port Chester, N. Y. 
Please send me complete information 
on the Keysort Data Punch. 


Name 


Title 


Firm 


City 


No. of Employees 
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“virtually no recognition or under- 
standing of industrial operations re- 
search by American management” as 
recent as 1951, the survey indicates 
that it now is regarded as a valuable 
tool in management decision-making. 
Of the 631 companies which respond- 
ed, 324 (or 51.3 percent) are now us- 
ing OR techniques; of the 307 com- 
panies not using it, 144 indicated that 
they are considering its adoption in 
the future. 

A breakdown of respondents shows 
that chemical and allied industries 
account for the largest percentage of 


with electrical and electronics 
manufacturing companies a close sec- 
ond. Applications are used mostly on 
production problems. Seventy-two per 
cent mentioned this area of work proc- 
essing; 64.4 per cent, sales and market- 
ing, and 64 per cent, inventory prob- 
lems. 

Average size of the operations re- 
search groups is 6.5 persons, although 
it was noted that in most companies 
OR teams start with two or three 
persons and expand as the work be- 
comes accepted. Some 200 companies 
reported that OR personnel came from 
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ORTHO*-DIAL 
Tension Control 


*”Ortho” means “in 
proper relationship” 


RFECT POSTURE 


at 


every degree of tilt! 


NEW 


_ ORTHO-77ZT 


On Aluminease A-Series 


BY 


“BACKED By THE BEST 


P. >, 


. |i. 
| vse 
, 5 
AVAILABLE IN 6 EXCITING NEW 
MODELS, INCLUDING DUO-POST 


MODELS, FOR A COMPLETE 
OFFICE CHAIR STYLE ENSEMBLE. 


(“LOMWLCL POSTURE CHAIR COMPANY, INC, 
625 Adams Street, Kansas City, Kansas 
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within the company. Training pro- 
grams are in force in 111 companies; 
114 use university courses, and 54 use 
consultants for training. 

More than 1,000 operations research 
projects, undertaken thus far in re- 
sponding companies, were listed. In 
answering the question, What results 
have been achieved by OR programs, 
167 firms felt it was too early to tell, 
75 said there had been considerable 
improvement in operations, and 55 
indicated appreciable savings. Mors 
than $100,000 in savings were reported 
by 17 companies, more than $1 million 
by five, and more than $2 million by 
two. 

Commenting on results of the sur- 
vey at an AMA special conference in 
Chicago was Dr. David B. Hertz, 
manager of operations research, Ar- 
thur Andersen & Co., New York. 


In Short— 


Business managers require less data, 
more pertinent facts, speaker declares 

Business managers require less, 
rather than more facts on daily opera- 
tions if they hope to run their busi- 
nesses effectively in today’s automated 
economy, Walter W. Finke, president 
of Datamatic, a division of Minneapo- 
lis Honeywell Regulator Co., stated re- 
cently. But these facts must be more 
usable, more specific, related and up- 
to-date as of the moment received, and 
must reflect the relationships of all 
aspects of the business, the electronics 
official continued. He cautioned execu- 
tives attending a special American 
Management Association conference in 
Chicago that management’s mania for 
facts and insatiable appetite for statis- 
tics was miring it in “a labyrinth of 
irrelevant detail.” He pointed out that 
electronic computers, if properly used, 
give management a tool for tackling 
daily operations scientifically. Used in 
conjunction with such scientific meth- 
ods of analysis as operations research, 
the host of factors, considerations and ~ 
alternatives involved in conducting a 
business can be reduced to more com- 
prehensive, workable dimensions, he 
said. 


Proper employment interviewing 

procedures outlined at conference 
Specialists in the field of industrial 

psychology recently formulated a 


number of “Do’s” and “Don’ts” in 
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SPEED and QUALITY in paperwork duplicating 
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ACCUMULATIVE REPORTS 


CATALOG SHEETS 

COST SHEETS 
ENGINEERING DRAWINGS 
INVENTORY SHEETS 


MANAGEMENT REPORTS 


MANUALS 
OFFICE FORMS 

ie PRICE LISTS 
¢ PERSONNEL DIRECTORIES 
° PARTS CATALOGS 
° SALES LETTERS 
¢ TELEPHONE DIRECTORIES 


NO LONGER ARE PROBLEMS! 


Whether it’s a simple report of a few 
pages and a few copies, or a monu- 
mental report of hundreds of pages, 
it can be copied onto offset paper 
masters by xerography at low cost. 

Quality is exceptional. Each copy 
run off on an offset duplicator from 
a master prepared by xerography is 
precisely like the original. Everyone 
else’s copy will be as good as yours. 

What's xerography? 

That would have been a fair ques- 
_tion a few years ago when The 


¢ Xerography copies anything written, 
printed, typed, or drawn © Same, en- 
larged, or reduced size ¢ Copies onto 
all kinds of masters— 
paper, metal, spirit, trans- 
lucent—for duplicating ¢ 
Copies line and halftone 
subjects. 


JANUARY 1958 


For More 


Haloid Company first unveiled it. 
But today xerography is widely known 
—in business, industry, and govern- 
ment—as the world’s most versatile 
copying process. 

Every department in a modern 
plant can use xerography profitably, 
day after day, week after week, speed- 
ing intracompany communications, 
getting vital information to the field 
quickly, cutting costs 
everywhere. 

Xerography is used increasingly to 
prepare masters for cumulative re- 
ports; catalog, inventory, and cost 
sheets; engineering drawings, man- 
agement reports, manuals, office and 
factory forms, personnel and tele- 
phone directories, price lists, sales 
letters, news releases, and others. 


important 


Information From Advertisers Use Readers’ Inquiry Coupon on Page 80 


Every day someone finds new uses 
for versatile xerography. And every 
day it’s saving money, doing things 
never before deemed feasible. 

If you’ve installed XeroX® copy- 
ing equipment, you know that speed, 
quality and accuracy in paperwork 
duplicating no longer are problems. 

It will pay you to investigate the 
many advantages of xerography. 


THE HALOID COMPANY 
58-246X Haloid Street, Rochester 3, N. Y. 


Branch offices in principal U.S. and Canadian cities 


HALOID 
XEROX 
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...reporters count on Dixon 
Ticonderoga pencils. They find that 
Ticonderoga’s more costly ingredi- 
ents give rich, black, 
easy-to-read notes; 
write smoothly with 
clean, crisp strokes. 
Leadfast construction 
keeps points for pages 
even under heavy pres- 
sure. Get it by asking 
for the yellow pencil with 
the three green bands. 


DI Ko N 
TICONDEROGA 


A quality pencil at ten cents. 
Available at stationers everywhere 


Pencil Week Feb. 24—March 2 


THE JOSEPH DIXON CRUCIBLE COMPANY 
Dept. COM-1, Jersey City 3, New Jersey 
Dixon Pencil Co., Ltd., Newmarket, Canada 


Ethan Allen 


interviewing prospective employees, 
applicable, these experts stressed, to 
college recruitment interviews, em- 
ployment interviews and internal ap- 
praisal interviews. Recommendations 
to interviewers included: (1) Don’t do 
all the talking; (2) Don’t push the in- 
terviewee’s answer in a given direction 
by the way you ask your question; (3) 
Don’t evaluate, especially early in the 
interview and don’t form “global” 
opinions, and (4) Don’t try to do 
something during the interview which 
can be done cheaper and better in 
some other way — i. e., using precious 
time for lengthy discussions of fringe 
benefits. The “Do’s” included: (1) 
Plan the interview; (2) Listen, under- 
stand and remember; (3) Take notes; 
(4) Develop “rapport” and empathy; 
(5) Use pauses — that two-or three- 
second lapse between responses, and 
(6) Remember the limits of the inter- 
view; a sampling of the prospect’s life 
and personality is all that is possible 
to cover. Theme of the two-day con- 
ference was “How to Interview,” and 
it was sponsored by the Management 
Institute of the University of Wiscon- 
sin. 


Change in corporate name 
effected by Friden 


The name of the Friden Calculating 
Machine Co., San Leandro, Calif., was 
shortened to Friden, Inc., recently, fol- 
lowing a special meeting of stockhold- 
ers. The change in name, the com- 
pany reported, was made because of 
the broad expansion in the Friden 
office equipment lines during recent 
years. 


Clinic reports small business 
competition for personnel is brisk 


Acquisition of competent personnel 
is developing into one of the biggest 
competitive battles currently waged 
among small businesses, a panel of 
businessmen agreed recently during 
formal discussions devoted to small 
business problems. The statement was 
made that fierce competition for per- 
sonnel imposes a hardship on the small 
firm, since so much of its capital goes 
into the training of employees, and los- 
ing them means a large financial loss. 
Because many small companies cannot 
afford their own personnel and indus- 
trial relations programs, they must re- 
ly on do-it-yourself methods, the speak- 
ers stressed. Tips on procurement pro- 
cedures included complete analyzation 
of the position available, not the per- 
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son who fills it; careful job-rating, and 
the establishment of salary ranges for 
each job. The clinic was sponsored by 
the Small Business Development Com. 
mittee of the Toledo Chamber of 
Commerce, and was held in the Ohio 
city. 


Tasks of writing machines to be ex. 
panded, typewriter executive predicts 

A prediction that the writing ma 
chine of the future, in addition to per. 
forming the tasks of today’s familiar 
typewriter, would undergo radical 
changes to fit it for the new roles it 
will assume was made recently by 
Philip M. Zenner, president of Royal 
McBee Corp. “The writing machine 
of tomorrow may well print whok 
lines at a time, faster than the ey: 
can follow,” he said. Fortune P. Ryan, 
the firm’s executive vice president, 
stated that the “typewriter, or to 
choose a more accurate term, the 
writing machine, is the foundation on 
which office automation must be 
built.” Both men spoke at ceremonies 
at the Royal plant in Hartford, Conn, 
celebrating the production of the ten 
millionth Royal typewriter. 


Office furniture sales experience 
52 per cent growth in two years 
Sales of office furniture increased by 
52 per cent between 1954 and 1956, 
the Bureau of the Census has revealed. 
Including shipments of wood and 
metal office furniture and fire resistant 
safes, the Census report shows a 
growth from almost $259,000,000 in 
1954 to slightly more than $393,000,000 
in 1956. Both metal and wood manu- 
factured goods experienced an upsurge 
of activity during 1954-56, the report 
indicates, while the national economy 
expanded by 15 per cent in the same 
period of time. The Census survey 
was sponsored by the Wood Office 
Furniture Institute and the Office 
Equipment Manufacturers Institute. 


Automation may decide peace and 
freedom, speaker declares 


How rapidly we automate well may 
determine the world’s fate in terms of 
both peace and freedom, John Diebeld, 
president of John Diebold & Associ- 
ates, Inc., New York management con- 
sulting firm, declared recently. Speak- 
ing before the Conference on Automa- 
tion sponsored by the University of 
California in San Francisco, Mr. Die- 
bold pointed out that Russia recently 
set up a Ministry of Automation and 
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In the time it takes to smoke a cigarette... 


LET US 
SHOW YOU 


the world’s fastest 
electric typewriter 
with the world's 


finest features! 


Made for typists by typewriter experts, today’s Smith-Corona Office Electric is the 
electric typewriter which carries on where others left off. Call your Smith-Corona 
representative for a short, dramatic demonstration of this marvelous business machine. 


You ned error control. 


You need error centrol. 


Sleek, clean, modern design, All the operating controls are The special keyboard slope and Exclusive Half Spacing — the 
complementing faultless per- grouped efficiently within the slightly slanted keys give un- easiest, simplest method of 
formance. Five lovely decorator keyboard area. Result: No waste matched typing comfort. Each error control. It permits correc- 
colors. Exclusive Signal Light motion, less chance for errors. key cushioned to prevent “‘flat”’ tions without time-consuming 
gives positive on-off indication. Faster, easier, better typing. feeling and give livelier touch. (and very costly ) total re-typing. 


SMITH-CORONA ELECTRIC 


best business connection you ever made 
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Here are 
the contents 


of TWO 


conventional 
file cabinets, 


occupying 
855 Square 


Inches of 


FLOORSPACE —“‘“‘;C 


FILED IN ONE 


— es oe 


a 


OPEN SHELF FILING UNIT 


occupying only 541 
Square Inches of floor 
space, with more than 
two full shelves still 
empty and ready for 
use! 


EASY ON THE BUDGET! 
The cost of this Estey 


unit is only half that of 


the drawer cabinets 
shown! 

Write Dept. M for 
Estey Brochure No. 575 


BSTEys 


c oO 8 Bie A FT 8 
350 BROADWAY NEW YORK 4 Ne Y. 


is progressing rapidly in developing 
electronic computers for the solution 
of scientific and military problems. 
“Significantly,” he observed, “Russian 
computer work has always been con- 
ducted under a high security classifica- 
tion, and several years ago all develop- 
ment work in this field was with- 
drawn from satellite countries.” Nev- 
ertheless, he continued, study of Rus- 
sian texts and journals reveals that 
scientists now have access to enormous 
computing capacity behind the Iron 
Curtain. Mr. Diebold emphasized, 
however, that the free world has both 
the resources and abilities to maintain 
productive supremacy. 


Books and Pamphlets 


BETTER BUSINESS COMMUNI- 
CATION, by Dennis Murphy. 306 
pages. McGraw-Hill Book Co., Inc., 
330 W. 42nd St., New York 36. $5.75. 

A study in communication, as ap- 
plied to management, this book ana- 
lyzes the seven skills of human and 
non-mechanical communication — in 
business: Thinking, doing, observing, 
talking, listening, writing and reading. 
Such recent concepts in communica- 
tion as creative thinking, job perform- 
ance, short cuts in writing and reasons 
for improved reading skill are covered 
in detail, with case studies given at 
the end of each chapter. Amply illus- 
trated, the book closes with the 
author’s recommendations on “What 
Management Can Do to Improve 
Communication.” 


BIG BUSINESS AND HUMAN 
VALUES, by Theodore V. Houser. 
103 pages. McGraw-Hill Book Co., 
Inc., 330 W. 42nd St., New York 36. 
$3.50. 

The author, who is chairman of the 
board, Sears, Roebuck & Co., presents 
in this book an intimate story of “big 
business” experiences in the successful 
blending ‘of business objectives and 
high regard for people as human be- 
ings in operations. One section is de- 
voted to Sears’ formula in carrying out 
this idea in selecting its personnel and 
in providing opportunities for broad- 
ened experience and steady progress. 
Mr. Houser also describes the com- 
pany’s approach in the important area 
of relations with customers, suppliers 
and the community. The lectures and 
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accompanying discussions on which 
the book is based are the second group 
in the McKinsey Foundation Lecture 
Series sponsored by the Graduate 
School of Business, Columbia Uni- 
versity. 


INSTALLING ELECTRONIC 
DATA PROCESSING SYSTEMS, 
by Richard G. Canning. 193 pages. 
John Wiley & Sons, Inc., 440 Fourth 
Ave., New York 16. 

Written by a partner of Canning, 
Sisson and Associates, Los Angeles 
EDP consulting firm, this text covers 
the financial aspects of installing elec- 
tronic data processing systems, and 
deals with such significant problems 
as fitting EDP into an organization, 
selecting and training EDP personnel, 
programming, physical installation of 
the system and the early phases of 
operations. An outline for controlling 
EDP costs, based on actual case his- 
tories, is included. Mr. Canning is also 
author of Electronic Data Processing 
for Business and Industry. 


A PREVIEW OF THE LEISURE 
YEARS, published by Retirement Edu- 
cation, Inc., Caxton Bldg., Cleveland 
15. 36 pages. Copies may be obtained 
free of charge on request from the 
publisher. 

Designed for distribution to men 
and women 50 or more years of age, 
this new booklet explores such subjects 
as general attitudes toward retirement, 
the importance of developing poten- 
tially useful activities, financial plan- 
ning for the future, Social Security, 
health protection, suggestions of places 
to live in retirement, travel, et al. The 
booklet is illustrated and is printed in 
three colors. 


AGENCY MAIL OPERATIONS, a 
new handbook prepared by the Gen- 
eral Services Administration. 47 pages. 
Available from the Government Print- 
ing Office, Superintendent of Docu- 
ments, Washington 25, D. C. $.30. 
This new handbook contains a set of 
tested principles which can be tailored 
to the needs of individual organiza- 
tions to produce effective, economical 
service in the movement and control 
of correspondence. It shows how 
improvements can be made and sav- 
ings achieved by consolidating mail 
and file activities, eliminating duplicate 
controls, coordinating routing, using 
special equipment and maintaining a 
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Ed Sullivan introduces most versatile perform- 
ers in desk-top copier field, |. to r., Verifax 
Legal-size Copier, $395; Verifax Letter-size 
Copier, $240; Verifax Signet Copier, $148. 


Get more out of photocopying...with Verifax! 


th. of these Verifax Copiers is right 
for your requirements, right for your 
budget—even if yours is a ‘‘one-man” 
office. Whichever model you choose, 
you get al] the advantages of Verifax 
Copying—the completely different hodak 
method that has increased the scope of 
photocopying in thousands of offices. 


Verifax Copying Does More 


Makes 5 copies in 1 minute on white 
letterhead-type paper ...on card stock 
..on printed office forms. Copies can 
be made on both sides of these materi- 
als. Translucent ‘masters’ can also be 
made for use in whiteprint machines. 
You can even make an offset master 
in | minute, using low-cost adapter. 


Verifax Copying Costs Less 
Gives you 5 dry, ready-to-use copies of 
a letter, report, news clipping—what 
have you—for 2'4¢ cach. Gives white- 
print “master” for just 10¢.. . an 
offset master for 15¢. And you can 
buy a Verifax Copier—the Signet 
Model—for $148 . . . actually less than 
the cost of an office typewriter. 
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Verifax Copying Misses Nothing 


All types of ink writing—even purplish 
spirit-duplicator copies—are repro- 
duced as readily as typed or printed 
data. What’s all-important, too, your 
Verifax copies won't darken, turn yel- 
low, or fade—will last as long as any 
typewritten record you're using 
today. 


[erifax Copying 


DOES MORE... COSTS LESS... MISSES NOTHING 


343 State Street, Rochester 4, N.Y. 


Name 


Gentlemen: Please send free copy of your new booklet, 
“Versatile Time-Saver for Busy Offices.” 72-1 


New free booklet describes many 
short cuts possible with Verifax 
Copying—points out how your sav- 
ings in dictation and typing pay for a 
Verifax Copier in as little as one 
month. Mail coupon or phone near- 
est Verifax dealer, listed in ‘tyellow 
pages” under “photocopy” or “dupli- 
cating” machines. 


Prices quoted subject to change without notice 
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Eastman Kodak Company, Business Photo Methods Division 


Position 


Company 


Street 


City State 


‘odak) ~ 


TRADE MARK ea 


at 
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go to press eee 
THE 1958 


OFFICE MANAGEMENT 


YEARBOOK 


THE ONLY ANNUAL DIRECTORY, REVIEW AND 
GUIDE TO THE EVER-GROWING OFFICE MARKET 


OFFICE MANAGEMENT publishes a YEARBOOK as a separate bonus issue 
for its readers to give them the vast store of reference material to supplement the 
twelve monthly numbers of OFFICE MANAGEMENT with their current news 
and regular editorial features. The new 1958 issue of the YEARBOOK will bring 
into total focus the year’s fast-moving trends in every phase of office administration 
and new equipment: 


Operations Research e Automation and Integrated Data Processing e Systems 
Design, Forms Revision and Simplification e New Developments in Office Layout 
and Furnishings e Directory of Manufacturers of Office Furniture and Furnishings 
e Tools of the Office—Survey of Machine Developments e@ Directory of Manu- 
facturers of Machines and Equipment e Personnel Practices e Catalogs, Booklets 
and Brochures @ Office of the Year Awards e Review of Year’s Calendar and Events 


A FINAL WORD TO ADVERTISERS: 


The Office Management YEARBOOK offers 
the advertiser a medium for making a catalog 
presentation of his entire line—to have a “‘sales- 
man” constantly at the buyer’s elbow every day 
throughout the year. In addition to the regular 
28,000 subscribers’ copies, there will be a bonus 
distribution of 5,000 extra copies of this year- 
‘round reference issue. Total distribution, 33,000 
copies. 

The combination of the 12 monthly issues of 
O.M. and the Office Management YEARBOOK 
is the economical, effective package for a full 
promotion job to the office market. Now while 
you are planning your schedules in OFFICE 
MANAGEMENT for the year ahead, be sure 
to include the O.M. YEARBOOK to round 
out your program. Send in your copy at once. 
This is the last call before the presses begin 
to roll! 


OFFICE MANAGEMENT YEARBOOK 


Published by Office Management 
. A Geyer-McAllister Publication 
212 Fifth Avenue New York 10, N. Y. 


Boston Chicago San Francisco Los Angeles 


Published as a bonus (13th) issue in March 
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review system. The handbook is sixth 
jn a series of guides developed by GSA 
to reduce and simplify ‘government 
paperwork, 


People in the News 


Kenneth P. Jones has been elected 
assistant vice president in charge of 
methods research at the New York 
Trust Company. 

John J]. Bricker has been elected 
vice president of International Busi- 
ness Machines Corp., New York. He 
is succeeded as director of personnel 
by Ralph Harris, ]r., former assistant 
Edward E. Ford and Sher- 


man Fairchild have been elected to the 


director. 


Executive and Finance Committee of 
the board of directors. 

Robert K. Berry has been elected 
president of South Texas Oil & Gas 
Co., Corpus Christi. 

John F. Mannhaupt has been ap- 
pointed controller of Copease Corp., 
New York. 

Anton ]. Kuhn has been re-elected 
president of Peerless Steel Equipment 
Co., Philadelphia. He was also elected 
a director of the corporation. 


Harry T. Blandford has been ap- | 


pointed controller of the Allied Paper 
Corp., Chicago. 

Charles M. Skade, formerly control- 
ler of the American 
Association, has been appointed senior 
vice president-administration at Fuller 
s Smith & Ross, New York advertis- 
ing agency. 

Edwin R. Young has been ap- 
pointed to the newly-created position 
ot employee counselor at the Norton 
Co., Worcester., Mass. 

Clifford C. Grovak has been ap- 
pointed controller of Mystik Adhesive 
Products, Inc., Chicago. 

Richard H. Woodrow, director ot 
market research for Dictaphone Corp., 
New York, has been appointed a mem- 
ber of the Business and Defense Serv- 
ice’s Administrative Executive Reserve 
by Secretary of Commerce Sinclair 
Weeks. 

David A. Thomas, formerly chair- 
man of the board and president of 
The Babb Co., has joined the Radio 


Management | 
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PITNEY-BOWES 


Simple folding machine 


beats girl-time! 


It takes several girls’ folding by hand to match the 
performance of one girl with this small, low cost office 
folding machine—the Pitney-Bowes FH! 

Hand folding is slow, tedious, costly. Even with only an 
occasional folding job, the FH soon pays for itself in any office. 
It costs no more than a standard typewriter. 

Simple to operate—anybody can use it. Set in seconds, by 
merely moving two knobs. So light it can be moved easily. 
The FH makes two folds at once. With semi-automatic 

feed, it can double fold 81% by 11 inch sheets up to 80 per 
minute. (Full automatic feed, at slight extra cost, 

even faster.) And it will fold stapled sheets. 

It makes eight different folds, works with most every 

weight and finish paper, takes sheets as small as 3 by 3 inches, 
and as large as 814 by 14 inches. 

The FH is one of the best buys in office equipment today. 
Ask the nearest Pitney-Bowes office for a demonstration. Or 
send coupon for free illustrated booklet. 


The larger FM, fully 
automatic, can fold up 
to 19,000 sheets an hour. 


PitNey-Bowes, INc. 
2924 Walnut St., Stamford, Conn. 


Name 


Send free booklet on Folding Machines to: 


ad M a4 
i Babb Con bas joined che Radio | FOLMING achines 


manager of . : Made by the originator of the postage 
in of Industrial Business Devel- | meter . . . 107 branch offices, poe 302 service 
i _ points in the U.S. and Canada. 


Address 


went JANUARY 1958 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 80 15 
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MODEL 90 ERF 


ELECTRIC 
REAM FEED 


SomETHING MAGIC Has Been Appet 


to SPIRIT DUPLICATING 
WITH THESE FEATURES: 


@ Feeds Light Weight Stock @ Positive Fluid Contro 
@ Fingertip Pressure Controls @ Fast Master Clamping 
@ Hairline Registration @ Full Ream Capacity 


for HIGH PRODUCTION 
DUPLICATING 


The ability of the Old Town Banda Model 90 ream feed machine 
consistently produce copy after copy with relative ease rem 
unchallenged by ordinary duplicators. The fast master clamp 
action coupled with full ream capacity makes the Model 90 ERF: 
ideal duplicator where copy production requirements are hi 
Registration is positive and accurate. Fluid is minutely control 
and impression roller pressures are easily and speedily adjusted 
provide long master life and consistent copy quality. The Model 
is designed for the user with high master usage where copy prod 
tion and copy quality are of paramount importance. 


Ask us about a Banda Model to serve your particular systems ne 
Old Town Banda Duplicators are priced from $650 to $4 
(F. O. B. Brooklyn, N. Y.) 


OLD TOWN CORPORATION 


Established 1917 
750 Pacific Street, Brooklyn 38, N. Y. 


World’s Foremost Maker of Carbons, Ribbons, Duplicators ° 
Duplicator Supplies 


OFFICE MANAGEMENT 
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Coming Events 


AMA West Coast General Management 
Conference. San Francisco, January 


) 21-24. 


Sponsor: American Management Asso- 
ciation. Place: Fairmont Hotel. 


International Congress on “Training 
Within Industry.” Rapallo, Italy, Feb- 
ruary 3-8. 

Sponsor: International Labor Organ- 
ization and a number of other organ- 
izations from European countries. 


2nd Annual ASQC Conference. Cleve- 
land, February 7-8. 


Sponsor: American Society for Quality 
Control. Place: Carter Hotel. 


AMA Mid-Winter Personnel Confer- 
ence. Chicago, February 17-19. 
Sponsor: American Management As- 
sociation. Place: Palmer House. 


3rd Annual Conference on Office 
Techniques and Practices and Business 
Machine & Office Equipment Exposi- 
= Kansas City, Mo., February 17- 


Sponsors: University of Kansas Ex- 
tension Center in cooperation with 
numerous associations. Place: Munici- 
pal Auditorium. 


NACA Regional Conference. Birming- 
ham, Ala., February 20-22. 

Sponsor: National Association of Cost 
Accountants. Place: Dinkler-Tutwiler 
Hotel. 


United States World Trade Fair. New 
York, May 7-17. 


Place: New York Coliseum. 


ASPA Tenth Annual 
Philadelphia, May 19-21. 
Sponsor: American Society for Per- 
sonnel Administration. Place: Ben- 
jamin Franklin Hotel. 


Conference. 


NOMA Office Machinery & Equip- 
ment Conference & Exhibition. Chi- 
cago, May 25-28 (Conference); May 
26-29 (Exhibition). 

Sponsor; National Office Management 
Association. Place: Conrad Hilton 
Hotel. 


NACA 38th Annual Cost Conference. 
Chicago, June 23-26. 

Sponsor: National Association of Cost 
Accountants. Place: Conrad Hilton 
Hotel. 
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with the EDITORS: 


“WE told you so!” A revival of 
this old saw well might turn into 
one of the most popular inter- 
changes between city-dweller and 
commuter during 1958. For the 
urbanite’s bucolic counterpart, who 
forswore cement for a patch of 
grass, cosmopolitan living for gar- 
den clubs, and neon bulbs for fire- 
flies, is apparently migrating back 
to the city. This exodus, of course, 
has not blossomed into a_ full- 
fledged mass movement as yet, but 
many observers have noted a de- 
cline in the flight to the suburbs 
and, conversely, a re-populating of 
the city by refugees from the hin- 
terlands. 


WHAT effect this reverse trend 
will have on suburban shopping 
centers, where branch stores and 
offices of many of America’s smart- 
est shops and most enterprising 
companies have been located, 1s 
difficult to calculate at the moment. 
Suburban living, naturally, is not 
dying on its feet — and probably 
never will. But the extent of its 
growth possibilities is questionable. 
And whether a recent outbreak of 
transportation strikes has been one 
of the major causes (as some per- 
sons maintain), management teams, 
it would appear, are as aware of 
this shift in movement as home- 
makers. 


TO paraphrase the comments of an 
executive of an Office of the Year 
award winner of 1956, many firms, 
such as his, usually have the choice 
of building in the suburbs or re- 
maining in the metropolis. His 
company, after carefully weighing 
the opportunities offered by each, 
decided upon the city. Proximity to 
vast markets, easy accessibility, and 
great resources for personnel were 
the three major reasons, he said, 
for his company’s setting up new 
headquarters in the midst of a huge 
city. 


THIS year also, a glance at the 


winners’ names and addresses will 
underscore the fact that the city is 
holding its own in the urban vs. 
suburban competition for some of 
our nation’s largest companies. In- 
deed, the top large office winner, 
Mutual Benefit Life Insurance Com- 
pany after seriously considering a 
move to the suburbs finally decided 
on building in the heart of down- 
town Newark. Such other major 
cities as Los Angeles and Cincinnati 
likewise are represented in this 
year’s awards presentation. 


ALL of this activity poses immense 
problems for city fathers to solve. 
Slum clearance, traffic control and 
general “dressing up” of downtown 
areas are vital, and must be resolved 
if the bright lights of the city are 
to continue to lure back the indus- 
try it has lost; if it is to stand pre- 
pared to absorb new offices, and the 
people who will work in them, 
within its boundaries. 


THIS year’s winners — announced 
on page 25 of this issue—represent 
both city and suburb, indicating 
again the values of each of these 
site possibilities. Also, both were 
about evenly divided among the 
candidates which were studied be- 
fore final selection was made. Actu- 
ally, each of these many contenders 
deserved an award of some type, 
but the editors were limited to only 
six choices. Most showed ingenuity 
of design and efficient placement of 
both executive and general office 
areas. The editors, at this time, 
wish to congratulate the planners 
of all the offices considered, and to 
compliment them on the handsome 
and efficient offices their imagina- 
tion and guidance have built. If 
their entries may be presumed to 
be typical of the office of tomorrow, 
it will not be too long before the 
“old fashioned“ office passes into 
complete oblivion. 


Editor 
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SECURITY NATIONAL BANK SAVINGS AND TRUST CO 
ST. LOUIS. MISSOURI 


he sees 


ASSETS PURCHASED OR RECEIVED 


TRUST DEPT. 


Your business forms can now be produced 
in multiple copies without the use of carbon 
paper or even carbonization. Yes, thanks to 
the research laboratories of The National 
Cash Register Company, an amazing paper 
has been perfected that makes perfect copies 
of requisitions, invoices, sales slips or any 
of hundreds of business applications where 
clear, clean copies are required. 

Up to five legible copies can be made on 
NCR Paper with a standard typewriter, 


ANOTHER PRODUCT OF 


THE NATIONAL CASH REGISTER COMPANY, payton 9, onio 


989 OFFICES 


ball-point pen or pencil and eight or more 
with a business machine or electric type- 
writer. Because it requires no carbon in- 
serts, NCR Paper is a great time-saver and 
smudging of copies and fingers is eliminated. 

It’s so simple to use too. Just put together 
several forms that have been printed on 
NCR Paper—insert them in a business ma- 
chine or typewriter and the copies come out 
clear, clean and easy to read. 


IN 94 COUNTRIES 


18 For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 80 


MULTIPLE COPIES 
WITHOUT CARBONS 


It’s done with NCR PAPER!...up to eight legible copies 


Your forms can be printed on NCR Paper 
by your present forms supplier. The cost 
is much lower than you think and you'll 
be pleased by the way NCR Paper pro- 
duces clearer, cleaner copies. Phone your 
supplier today and ask about 

getting your forms printed on os 
NCR Paper. 


*TRADE MARK REG. U.S. PAT. OFF. 


oe 


NCR PAPER AND SUPPLIES 
ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS j 
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THE year begins tor every American, 
on a very different note from that with 
which 1957 opened. Talk of a reces- 
sion, even though the signs of it are 
not too obvious, is not the prerogative 
of a few pessimists; it is general. There 
is no panic in the air, but there is a 
strong note of caution apparent. Un- 
bounded optimism about an ever-ex- 
panding economy is not the keynote, 
the only orthodox creed, that it was a 
year ago. 

The prevailing mood is one of self- 
analysis, if not doubt. The impact of 
the sputniks punctured an “American 
dream” that was perhaps entirely too 
dreamlike. The aftermath of the sput- 
niks has made many people begin to 
wonder whether the dream was so very 
worthwhile anyway. The shock of 
finding we had been outdistanced, in 
at least one field, by the very people 
whom we had thought could never 
outdistance us in any, is having re- 
percussions through every section of 
our society; it affects everything from 
education to business expansion plans. 
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aper The business slowdown—for it is 
= that rather than a real recession—seems 


pro- ‘0 be an echo of this pause to take 
stock, rather than to stem from any 
= inherent flaws in the economy. It is a 

reflection of the new national mood 
as much as anything. The mood was 
precipitated by a series of disastrous 
events, but it had its roots in a deep- 
| Seated and fast-growing feeling that 
perhaps America was plunging ahead 
in directions which were not neces- 
sarily the right ones. Through all of 
last year, articles, books, casual con- 
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and forecast 


Z New, more sober national mood, a time of reassessment, 
may lead to many changes in the office—greater employee 
<"— responsibility, more emphasis on productivity— 


by Rebert M. Smith 


versations revealed a deep sense that 
many of the goals we had prized so 
highly were perhaps not really the 
goals we wanted; that too much lip 
service was being paid ideas or con- 
cepts which could not stand a search- 
ing analysis. 

To the degree that office people are 
typical of Americans as a whole, this 
pause for reflection—rather than re- 


freshment—is affecting our offices, of 
course. But it’s likely to affect offices 
in a more permanent fashion than 


would follow from the individual q 
individual workers. It ey 
+ 


reactions of 

may lead to a reexamination of many 

things that have been taken for grant- 

ed for several years on the part of those 

responsible for administering the office. é 
For the pause for reflection is na- T- 

tional in scope; it does not just affect * 

the area of politics, or schools, or the : 

individual's goals in life. It affects 

the individual’s work, as well, the a 

reasons for that work, and the way j ; 

in which that work is done. ’ 
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Business conditions will probably be slow for the first six months 
of the year, but the expectation of heavy defense spending should 
bring a sharp upturn in the second half of the year 
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MULTIPLE COPIES 
WITHOUT CARBONS 


It’s done with NCR PAPER!...up to eight legible copies 


Your business forms can now be produced 
in multiple copies without the use of carbon 
paper or even carbonization. Yes, thanks to 
the research laboratories of The National 
Cash Register Company, an amazing paper 
has been perfected that makes perfect copies 
of requisitions, invoices, sales slips or any 
of hundreds of business applications where 
clear, clean copies are required. 

Up to five legible copies can be made on 
NCR Paper with a standard typewriter, 


ANOTHER PRODUCT OF 


THE NATIONAL CASH REGISTER COMPANY, payton 9, Ohio 


989 OFFICES 


ball-point pen or pencil and eight or more 
with a business machine or electric type- 
writer. Because it requires no carbon in- 
serts, NCR Paper is a great time-saver and 
smudging of copies and fingers is eliminated. 

It’s so simple to use too. Just put together 
several forms that have been printed on 
NCR Paper—insert them in a business ma- 
chine or typewriter and the copies come out 
clear, clean and easy to read. 


IN 94 COUNTRIES 


18 For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 80 


Your forms can be printed on NCR Paper 
by your present forms supplier. The cost 
is much lower than you think and you'll 
be pleased by the way NCR Paper pro- 
duces clearer, cleaner copies. Phone your 
supplier today and ask about 
getting your forms printed on ° ie 
NCR Paper. 
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office 
management 


What’s ahead for the office in 1958— 


review and forecast 


New, more sober national mood, a time of reassessment, 
may lead to many changes in the office—greater employee 


responsibility. more emphasis on productivity— 


by Rebert M. Smith 


THE year begins tor every American, 
on a very different note from that with 
which 1957 opened. Talk of a reces- 
sion, even though the signs of it are 
not too obvious, is not the prerogative 
of a few pessimists; it is general. There 
is no panic in the air, but there is a 
strong note of caution apparent. Un- 
bounded optimism about an ever-ex- 
panding economy is not the keynote, 


versations revealed a deep sense that 
many of the goals we had prized so 
highly were perhaps not really the 
goals we wanted; that too much lip 
service was being paid ideas or con- 
cepts which could not stand a search- 
ing analysis. 

To the degree that office people are 
typical of Americans as a whole, this 
pause for reflection—rather than re- 


freshment—is affecting our offices, of 
course. But it’s likely to affect offices 
more permanent fashion than 
would follow from the individual 
reactions of individual workers. It 
may lead to a reexamination of many 
things that have been taken for grant- 
ed for several years on the part of those 
responsible for administering the office. 


in a 


For the pause for reflection is na- 
tional in scope; it does not just affect 
the area of politics, or schools, or the 
individual’s goals in life. It affects 
the individual’s work, as well, the 
reasons for that work, and the way 
in which that work is done. 


If the present slowdown should be- 


the only orthodox creed, that it was a 
year ago. 

The prevailing mood is one of self- \ 
analysis, if not doubt. The impact of 
the sputniks punctured an “American 
dream” that was perhaps entirely too 
dreamlike. The aftermath of the sput- 
niks has made many people begin to 
wonder whether the dream was so very 
worthwhile anyway. The shock of 
finding we had been outdistanced, in 
at least one field, by the very people 
whom we had thought could never 
outdistance us in any, is having re- 
percussions through every section of 
our society; it affects everything from 
education to business expansion plans. 
uper The business slowdown—for it is 
nl that rather than a real recession—seems 
pro- ‘© be an echo of this pause to take 
jour = stock, rather than to stem from any 
x inherent flaws in the economy. It is a 

reflection of the new national mood 
as much as anything. The mood was 
precipitated by a series of disastrous 
| events, but it had its roots in a deep- 
| seated and fast-growing feeling that 
perhaps America was plunging ahead 
in directions which were not neces- 
sarily the right ones. Through all of 
last year, articles, books, casual con- 
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Business conditions will probably be slow for the first six months 
of the year, but the expectation of heavy defense spending should 
bring a sharp upturn in the second half of the year 
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come a true recession, of course, the 
office might expect certain tangible 
changes—slighter changes than will be 
seen in the factory, perhaps, but dis- 
tinct changes nonetheless. It would 
have to be a very violent recession 
before the need for clerical personnel 
eased very much; production lines are 
far more likely to lay off workers in a 
mild pinch than are the offices of the 
companies owning those lines. But a 
recession could conceivably, even if 
very mild, ease the clerical shortage, 
and slow clerical turnover. Even when 
there are only faint danger signals on 
the horizon, workers are reluctant to 
make a move. A new job may seem 
more promising than the old, but it 
also carries more risk. Moreover, many 
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Even though the mild business slowdown is not apt to be long enough or severe enough to affect... 


of the women now planning to leave 
the office after marriage may begin to 
think in terms of holding on to their 
jobs for a while if unemployment fig- 
ures are rising. 

Other tangible effects could be an- 
ticipated too. If company profits are 
falling, top management will be scru 
tinizing ever more carefully the areas 
where it feels potential savings may 
be made. In boom times, the average 
management is still primarily con- 
cerned with expansion, and is inclined 
not to watch—or much— 
about its costs, as long as they do not 
go completely out of bounds. In times 
when expansion is difficult, manage- 
ment will instinctively move to widen 
the profit margin by driving costs 


care too 


When Congress convenes, it will probably pay more attention to what it considers a national emergency .. . 


down. The first six months of the year 
should be a good time to propose the 
time and money saving ideas that top 
management has never had time to 
consider too carefully before. 

Because of this awareness of a new 
interest of management in the highest 
possible grade of efficiency in the office, 
and because of their own awareness oj 
a change, however slight, in the eco- 
nomic climate, clerical workers will 
probably rediscover a great many of 
the attributes that harassed managers 
had thought were lost forever. There 
may be no actual necessity for this— 
since offices will be the last areas to 
be affected by a short, mild recession— 
but the generally more sober economic 
atmosphere in which each office work- 
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. . » oftice workers directly, the general economic atmosphere is likely to tie them more closely to their jobs. 


er lives will affect his or her attitude 
toward his job. 

All of this is likely to exist during 
the first half of the year. During the 
second half? Then, perhaps the shat- 
tering effect of sputnik on national 
morale will have its second effect. For, 
despite all the protests from Washing- 
ton that defense expenditures will be 
kept within a balanced budget, Con- 
gress seem very likely when it con- 
venes this year to pay a great deal 
more attention t® what it considers 
a national emergency than it will to 
budget considerations. In any event, 
no matter what assurances are made 
now, it inevitable that 
government money will be pouring 
into defense expenditures by the end 


seems almost 


of the year, thus spurring every l2g- 
ging section of national production. 
So the recession or the business 
slowdown—whichever it turns out to 
be—is likely to be of short duration. 
Whether effects outlive it is an- 
other question. They very easily could. 
People may have short memories, but 
the conditioning they receive from 
profound emotional shocks is very apt 
to remain with them. And every think- 
ing American had a series of such 
shocks during the last half of 1957. 


its 


Already, in the analysis of our school 
systems brought on by the sudden 
realization that the Russians are turn- 
ing out more engineers, more techni- 
cians, more people in a variety of pro- 


(To page 46) 


The first six months of the 
year should be the best possible 
time to propose the time and 
money saving ideas that may, in 
the past, have been overlooked 
by top management. 

During the second half-year, 
as business accelerates, manage- 
ment will once again probably 
be more concerned with expan- 
sion, with driving sales up, than 
it will with cutting costs. Thus, 
the first two quarters should be 
the best time for introduction of 
more efficient systems or ma- 
chines... 


- +» than it will to a balanced budget. Defense expenditures should spur every section of the economy 
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The March of Science: Mr. Perry and Donald P. Frail, vice treasurer-controller, relay Periscope messages 


Surburban bank proves mechanization 


can pay in small office 


From the homemade “Perry-scope” to the spectacular 
Sensimatics, Newton Savings’ “back door’ president uses 
ingenuity, inventiveness as guides in automating— 


by Frederick Vogel 


ALTHOUGH neither coerced nor 
badgered into the brotherhood of bank- 
ers, he has served as Commissioner of 
Banking for the State of Massachu- 
setts and, since 1944, as president of 
Newton Savings Bank in suburban 
Boston. His associates now regard him 
as permanent a fixture of the bank’s 
headquarters as the triple-turreted roof 
that tops it; but Joseph Earl Perry 
readily concedes that he gained entry 
to the world of finance through the 
“back door.” 

Luckily enough, this door opened 
into green pastures where, through in- 
novation and leadership, Mr. Perry’s 
native Yankee sagacity in handling 
men and material has proved that the 
means of ingress into a profession is, 
if at times startling, actually of minor 
significance. 

Prior to his decision to undergo a 
switch in career from attorney to bank 
administrator, however, Mr. Perry’s 
logical, nimble mind had amassed a 
great deal of fiscal know-how through 
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Special-purpose mirror (left photo, 


scholastic training, the law, six years’ 
legislative experience and numerous 
other affiliations with public service 
organizations in which budgetary 
matters loomed large in operations. 
As evidence of his prowess in things 
academic, he wears an honorary Beta 
Gamma Sigma key which, for business 
schools, corresponds to (and matches) 


his Phi Beta Kappa key. 


Manager George W. Arbuckle reads information from tape 
produced by the school savings passbook machines. Other 


So the giant's step from star 
crossed professional banker to a true 
dollars-and-sense man was bridged 
easily in his normally unhurried gait. 
But let him cite the incident which 
not only altered his own life, but the 
destiny of Newton Savings as well: 
“Really, banking chose me—not 
vice versa. I had expected to continue 
practising law for the remainder of my 


upper right), set over switchboard, and art display are among innovations 


working years. But one day while I 
was in a gymnasium, getting a rub- 
down, I was told the governor’s office 
was on the wire. (You might say I 
was ‘stripped for action’ for that call.) 
I picked up the receiver and there was 
Lev Saltonstall [Leverett Saltonstall, 
now U. S. Senator]. He asked me if 
I would take the job as State Banking 
Commissioner. I said the idea was 


Burroughs’ equipment used in the accounting department 
processes savings and mortgage accounts, maintains ledgers 
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Mr. Perry and Mrs. Judith Cohen, teacher, observe elementary 
school pupils queue up with account envelopes at “Bank Day” 


crazy, that he should contact a bona 
fide banker for the job. Lev said it 
was a crisis, that he hoped I would 
make a sacrifice and work for the 
state. I told him I didn’t believe I was 
the man, but if he could get no one 
else, I'd be available. 

“I was informed by newsmen a 
little later that I'd been nominated.” 


This was 1940. At the time of his 
appointment, the Massachusetts-born, 
Harvard-educated Mr. Perry, as act- 
ing head of the Waverley Cooperative 
Bank in Belmont, actually was prepar- 
ing himself for his new office, although 
he would have been the last person in 
or around Beacon Hill to have been 
aware of the fact. After expiration of 
his term as commissioner in 1944, his 
law practice again played Abel to fi- 
nance’s Cain. For, in that year, the 
president of Newton Savings an- 
nounced his retirement, and trustees 
were sceking a successor. Of 30 names 
submitted for consideration, they could 
agree on only one—that of Joseph Earl 
Perry. 

But he enjoys his work, primarily 
because it offers the chance to serve 
the community he admires so much 
and knows so well. “A banking 
career,” he suggests, “puts a man some- 
where in between a preacher, or a 
teacher, and a businessman. Through 
community service and extending a 


(To page 68) 


Henry Wormley 


(right) helps check contents of pouches containing bank deposits of Newton school children 
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imarily FOR THE EIGHTH SUCCESSIVE YEAR, Office Management announces 


, we the winners of its annual “Office of the Year” Awards. 
muc 


anking Selection is on the basis of outstanding achievement in design, layout, 
1 some- equipment, and general fitness for performance of the work which the office 
, Or a is called on to do. 

hrough 


ing 8 Basis of the selection is a survey of opinion which Office Management 


takes among selected members of the American Institute of Architects and the 
Association of Consulting Management Engineers whom Office Management 
considers to have a special interest in the office field. The Awards are made 
in two size classifications, with the top winner in each classification designated 
as “Office of the Year” in that classification. This honor is symbolized by a 
silver plaque. The two runners-up in each classification receive Awards of 
~_ Merit, symbolized by bronze plaques. 
¢ 


es Pictures and details of the six winning offices will be featured in the 
‘ March Yearbook issue of Office Management. 
4 : 
+ (Offices designed for 300 or more employees) (Offices designed for up to 300 employees ) re 
x OFFICE OF THE YEAR AWARD OFFICE OF THE YEAR AWARD ih 
The Mutual Benefit Life Insurance Co. Federated Department Stores ? 
Newark, N. J. Cincinnati, Ohio 
AWARDS OF MERIT AWARDS OF MERIT 
Connecticut General Life Insurance Co. The Greyhound Corporation a 
Hartford, Conn. Niles, Ill. 
Gulf Oil Corp., Philadelphia Sales Div. J. Walter Thompson Co. 7 
Philadelphia, Pa. Los Angeles, Cal. has 
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FUNCTIONAL FILE SPREAD SHEET 
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Functional file spread sheet lists 


How a functional file 


functions, groups forms by categories. 


can aid in forms control 


Frequently, overlapping of a company’s forms leads to 
confusion, duplication of effort; a functional file, however. 
can serve to correct these ills— 


by Ray Marien 


Forms and Procedures Manager, Olin Mathieson Chemical Corp., New York 


THE FUNCTIONAL file is the sub- 


worthless, base their assumption on 


ject of much discussion, pro and con, 
in the field of forms control. On one 
side there are those who look down 
their noses at it, and who say it is 
not essential to a forms control pro- 
gram. On the other side, its defenders 
maintain the exact opposite. They state 
that you cannot have an effective pro- 
gram without a functional file and 
that it is the key to the success of your 
installation. 
Those who 
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would tell you it is 


the face that many of these so-called 
functional files are resting beneath 
layers of dust, in cobweb-sealed files, 
safe from human hands, yes, even 
from the company’s records manager 
whose job it is to clear out unused 
files!’ We certainly must agree with 
this contention, if it refers to an un- 
used functional file. An unused func- 
tional file is like a piano in an empty 
house—capable of producing beautiful 


music, but doomed to silence, until 


someone touches the keys. So it is 
with the file. It can produce results, 
if it has been soundly constructed and 
is properly utilized. But that is exactly 
why so many of them are buried in 
dusty, untouched file cabinets. It is 
simply that they have been  sloppily 
put together, or constructed without 
any workable, concrete plan in mind. 

Here again I must divide the defini 
tion into two parts—workable and 
concrete. A file can be either one or 
the other, and yet not be successful. 
It is only when it has both these qual- 
ities—ease of manipulation and logical 
construction, that it becomes a_ real 
forms control tool. I say “tool”, be- 
cause I wish to stress that unless it is 
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used, it can be the greatest functional 
file in the world, yet it won’t do you 
or your company any good. 

The latter is a possibility—and it 
sometimes occurs in the best of com- 
panies. Requisitions flow into the 
forms control department in such a 
heavy stream that the forms people 
take the easy way out. They “rubber- 
stamp” them and pass them right 
through, without checking them 
against the functional file. When this 
happens, the file is less than useless 
and the word “control” does not be- 
long in “forms control department”. 
They have failed to use their most 
effective control weapon. 


Misconceptions are frequent 


Other companies have functional 
files and use them, or rather try to 
use them. But when they attempt to 
decipher the hieroglyphical maze they 
have set up, they run afoul of their 
own poor systems. 

One common misconception is that 
this type of file can be built by group 
ing all forms by the department using 
them. This is logical up to a point. It 
makes sense to put Purchase Orders, 
Contract Release Orders, Change Or- 
ders, Request for Quotations and other 
forms commonly used by Purchasing, 
in a file marked Purchasing, and then 
do the same with Ledger Sheets, Jour- 
nal pages, Trial Balance forms, etc. 
by grouping them under Accounting 
Dept. But what do you do with Ex- 
pense Reports, or Time Cards? Or 
Routing Slips, or Absentee Reports? 
Or Purchase Requisitions or Budget 
forms? These are generally used by 
all departments. 

Shall we then throw them into 
every single departmental file? If we 
do, what are we gaining by this 
thoughtless bit of filing? Suppose 
there are eight different varieties of 
Expense Reports in use in this com- 
pany. Under this type of file, they 
will never be grouped together, un- 
less these eight are used in the same 
department. This is hardly likely to 
occur, even in companies with a com 
plete lack of forms control. Thus the 
uselessness of such a “functional file” 
is readily apparent. 


Titles should be functional 


Another unworkable type of file is 
that in which the forms are grouped 
by title. This becomes unwieldy al- 
most at the outset. The file known as 
“Checks” becomes a repository for 
Bank Checks, Hat Checks (receipts). 
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Tool Checks (check-out slips), Watch- 
men’s Checks (Time and Station), 
Parts Checks (Inspector's Reports), 
and so on. All these checks bear the 
same title—‘Checks”, but they actually 
perform different functions. They cer- 
tainly do not belong in the same 
“functional” file. They cannot be com- 
bined into one form, and that is the 
only true measure of the usefulness 
of such a file. 

People rarely use more imagination 
in assigning titles to forms. The fore: 
going is but a single example of mis- 
use of a key word. The proper way 
to handle this is to make the title de- 
scribe as briefly, yet as completely as 
possible, the function of the form. The 
Hat Check for instance, could have 
been “Hat Receipt”, “Watchmen’s 
Check”, “Watchmen’s Time Report 
By Stations” and so on. A little logic 
applied when titling the form makes 
it that much easier to identify and 
look up. 


Too much generalization undesirable 


Sull another method of establishing 
a functional file is to set up twenty 
or thirty general categories and call 
them “functions”, then proceed to fill 
them up with every conceivable kind 
of form that fits those categories. This 
would include such broad functions as 
Reports, Request, Statements, Author- 
ities, Legal Status, and so on. Broad, 
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The functional file can prove 
an invaluable tool of manage- 
ment. Misconceptions regarding 
its usefulness, however, have de- 
veloped. 

This type of file is not con- 
structed by merely grouping all 
forms by the department using 
them, or by title. 

Rather, a _ functional file 
should be based on carefully 
thought out principles. It should 
be divided into Subjects, Opera- 
tions and Functions. After this 
breakdown has been completed, 
the file can be built. Elimination 
and consolidation of forms never 
come about by chance. Each re- 
quires work—but the functional 
file can be a firm support for a 
successful program. 


did I say? Yes, so very broad that 
they become tremendously thick rest- 
ing places for an accumulation of pa- 
pers which will never be delved into. 
This method has lumped together all 
the bad qualities that make an unwork- 
able file. First off, suppose a company 
has ten thousand forms? Or even five 
thousand. Imagine how clumsy a file 
would be that tried to break them 


Cluttered file cabinets should be policed periodically to remove 
“deadwood” no longer required by the company 
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function properly— 


THE FAMOUS charge of the Light 
Brigade at Balaclava may have had all 
the elements of heroism and bravery, 
but it is now a well-established _his- 
torical fact that the tragic wastage of 
lives should never have occurred and 
would never have occurred if the 
giving of the orders and instructions 
had not been bungled. 

One authority has written as follows: 
“How difficult it is, even in 
everyday life, to give orders in 
such a way as to make it im- 
possible to misunderstand them 
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Giving clear, concise instructions is not an easy task— 
but it’s one that must be mastered if your organization is to 


by Stanley H. Mansbridge 
Senior Organization and Methods Officer, Canadian Civil Service, Ottawa 


... the order should contain all 
that the subordinate must know 
in order to be able to act for the 
attainment of the object in view 
and no more. To do this, it must 
be brief, clear and definite .. . 
and suited to the 
range of view.” 


recipient’s 


The art of command is concerned 
with the giving of orders and instruc- 
tions. These may be given by word of 
mouth or in writing and there is, of 
course, a place for both. But, as a 
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ean?” is often the response to directives 


kmploying the “art of command” 


in company communications 


general rule, written instructions are 
preferable where matters of continu- 
ing importance are concerned, parti- 
cularly if there are likely to be any 
difficulties of interpretation or under- 
standing. 

When instructions on important 
matters are given in person, it is de- 
sirable for either the giver or the re- 
ceiver to have such instructions con- 
firmed in writing at the earliest op- 
portunity. This is necessary if waste 
of effort and costly expenditures are 
to be avoided because the requirement 
was misunderstood. 

In either event, however, whether 
the instruction is spoken or written, 
considerable prethought is required to 
insure that the orders are brief, clear 
and definite. 


Misunderstandings can be costly 


A field office of a large organization 
was recently confronted with an un- 
usual problem for the particular of- 
fice, on which a quick answer was 
required. A careful reading of the 
reams of instructions from headquar- 
ters revealed an instruction on the 
matter. The manager was uncertain 
of its meaning and called in his as- 
sistant. The two men could not agree 
on how the instruction was to be in- 
terpreted, so the manager telephoned 
his colleague in a nearby city. This 
resulted in a third interpretation, and 
two further calls to other field offices 
brought forth yet two more meanings. 

The resulting confusion took con- 
siderable time and money to resolve. 
How can this be avoided? It was ob- 
vious that this instruction was neither 
clear nor definite and, furthermore, a 
careful study of it quickly showed that 
it did not suffer from brevity. 

It has been well argued that “every 
superior who finds that he has been 
misunderstood should first look for 
the fault in himself”. One way in 
which the intent of instructions caf 
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Instructions should be subjected to careful testing before management issues them 


be checked is to have the draft of an 
instruction tested. This can be done 
by requiring the persons, for whom 
the instructions are meant, to study 
them in draft and state what they 
think is meant by the orders. If the 
understanding is correct, the imstruc- 
tions can be issued. If not, they must 
be amended before they are issued, to 
insure that the meaning is clear and 
definite. 


Proper wording is a necessity 


No one would consider it wise to 
place road signs in the middle of New 
York written in Hindustani. But it 
is surprising how often instructions 
are passed to personnel which are 
written in legal phraseology, so much 
so that they could be unravelled only 
by lawyers. 

This highlights the imperative need 
to word instructions in a form suited 
to the intended reader. This require- 
ment can be met only if the originator 
of the instruction has some knowledge 
of the staff which will be required to 
interpret and carry out the instruc- 
tions, 

The writer worked for some time 
in a far-eastern country. On one occa- 
sion he sought some information from 
the chief of a large accounting depart- 
ment, who had to invade the crowded 
general office to get the necessary 
data. The writer waited at one end 
while the accountant threaded his way 
through the maze of clerks, machine 
Operators, stacks of papers, etc. 

Looking around, the writer observed 
two junior clerks working with large 
heaps of vouchers at a nearby corner 
table. One clerk—the one working 
most feverishly was busy writing 
something on each voucher with a red 
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pencil. As he completed a batch, he 
passed them to his colleague who pro- 
ceeded to rubber stamp each voucher. 
The writer went up to the table and 
noted that the diligent worker was 
writing the word paid and the date 
on each voucher in red. The other 
clerk, the one with the stamp, was 
stamping the same information on 
each voucher with a rubber stamp. 
This was duly queried and it was 
learned . . . “We did not always do 
it this way. When the new accountant 
came he told us to cancel the vouchers 
with a rubber stamp. Before that we 


only cancelled vouchers with the red 
pencil entry.” 

This is admittedly an extreme ex- 
ample of how even a simple instruc- 
tion can be misunderstood. But it is 
an example of the failure of a super- 
visor to make crystal clear the inten- 
tion of his order and the failure to 
take into account the level of under- 
standing of the subordinates to whom 
the instructions were given. 

An amusing example of exact obe- 
dience to orders is the story of the 
squad of perfectly disciplined soldiers 

(To page 59) 


clear and definite. 


one matter of policy. 


company. 


Intructions to subordinates should be: 


(1) Written, rather than oral, especially if difficulties 
in interpretation are likely to arise. 


(2) Carefully prepared to make certain they are brief, 


(3) Tested by those persons for whom they are in- 
tended prior to issuance. 


Worded in a manner most suitable to the reader. 


(5) Issued only once to a group of employees on any 


(6) Reviewed at frequent intervals. 


(7) Controlled by a_ full-time ‘Instructions Unit,’ 
through which filters all instructions within a 


¢ a: : — ee 3 33 ‘ mee i we ey ; re ed : ee a » — ¥ te a7 5 we “ - ‘a — . i 
x 
. ms 
& 
2 2 
= =F Ss Ulli, = - 
= Pte hg = 
— s. & 7 “= ancien See = = 
__ io ——_—_==== = = = 
ee : —— —— = : 
i _ —S>>>>>———————————————— ——= = * - 
= —— eS 
r " 
& 
J Ph 
q aoe 
& 
__| Be 
| _-# 
| ee 4 
| 
(4) s 
| ee 
j i: ak 
| a 
vie 
| aM 
tit 
ee * \ a i, 
EE 29 iis 
. 
a sO & | ne: aes oe ——— as = ae [es ae ae e000 


Operating details of IBM 650 are checked by Calpak management team 


How to prepare your office 


for a computer installation 


California Packing Corp. spends three years “selling” 
effectiveness of automation at all organizational levels be- 
fore introducing electronic system— 


MOVING a large-scale _ electronic 
computer into your offices, according 
to experience at the California Pack- 
ing Corporation, San Francisco, can 
be a little like having your mother-in- 
law come to stay at your home... . 
the most meticulous preparations and 
adjustments are necessary. 

In Calpak’s case, the invited guest 
was the first IBM 650-tape computer 
to be installed entirely for the handling 
of business records. As such it was a 
clear-cut case of electronic pioneering. 
The firm, with this move, also moved 
considerably ahead of the office me- 
chanization trend within its industry. 

Calpak’s experiences are particularly 
noteworthy because the computer it 
put in and the applications it se- 
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lected have since become front run- 
ning contenders in the current race 
to apply electronic techniques to busi- 
ness administration. 

The IBM 650 system as installed at 
Calpak is a medium price, medium 
capacity electronic computer but when 
augmented with RAMAC (Random 
Access Memory) storage units, it is 
able to take on practically any business 
accounting or __ statistical 
Both its price tag and operating fea- 
tures make it a logical successor to 
an extensive punched card accounting 
system. 


problem. 


Chief initial function of the 650 at 
Calpak was to help management stay 
closer to a business which is rapidly 
expanding and becoming increasingly 


competitive. The firm is better known 
by its chief brand name—Del Monte. 
An almost $300 million annual sales 
volume establishes Calpak as the coun- 
try’s largest canner of fruits and vege: 
tables. The computer’s initial assign- 
ment was to analyze the distribution 
of this output among approximately 
300 brokers and better than 10,000 
distributors who channel the merchan- 
dise into retail outlets. Because of the 
tremendous pressures of competition 
and the need for haste in an industry 
where decisions have to be made while 
the pickers are in the field, it was im 
portant to bring in a major data-re 
duction device. The unit chosen is 
able to digest a full week’s sales and 
production figures and put out 4 
much-needed top management report 
in about half a day. 

This, of course, is something of an 
oversimplification—possible only after 
a computer has installed and 
proved in its operation. The success 


been 
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“In an overall sense, the 
greatest management problem 
[in computer installation] is to 
arrange things so that a com- 
puter has a constructive effect 
on the organization as a whole.” 


“Partly because of misinfor- 
mation and partly due to the 
fear for job security it creates 
in most people, a major com- 
puter represents a_ potential 
emotional impact on every em- 
ployee.” 


“A computer group is no 
more than an internal service 
organization . .. To complete 
its missions, it requires the full 
cooperation of department heads 
who control the information and 
operations with which the com- 
puter people need to work.” 


itself, however, can be only as great 
as the preparations which paved the 
way for the new device. And, the 
most important measure of successful 
preparation, Calpak has found, is the 
effectiveness with which the computer 
is “sold” at every organizational level. 

To be sure, the questions of select- 
ing“first the right computer, then the 
right applications, programmed to best | 
advantage, are of critical importance. 
But, from a management viewpoint 
these are specialized services _ per- 
formed by handpicked people. In an 
overall sense, the greatest management 
problem is to arrange things so that a 
computer has a constructive effect on 
the organization as a whole. 

For example, no matter how  suc- 
cessful a job a computer group can do 
in data reduction, its effectiveness 
would be jeopardized if its very pres- 
ence resulted in a falloff of efficiency 
in other departments. Partly because 
of misinformation and partly due to 
the fear for job security it creates in 
most people, a major computer repre- 
sents a potential emotional impact on 
every employee. 

So, the fact that Calpak was able 
to put a computer to work without 
adverse morale impact and that the 

(To page 60) 
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Group of Calpak employees listen to indoctrination 
lecture during guided tour of company’s EDP center 


F. H. Bergtholdt, Calpak’s EDP applications head, presses 
button, activating recorded description of installation 
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Semi-annual Index 
July-December, 1957 


Association News 


Audience participation keys NOMA meet- 
Sg ee a ne 


NOMA will hold Aunonation Conference; 


Records Management meeting scheduled. September, 


Conformism attacked at AMA Fall Person- 
nel Conference 
Part 
NOMA holds special conference on auto- 
mation in Hartford SE: November, 
Good communications must be based on 
systems, SPA meeting told 


Part 1—November, 


Five approaches to paperwork problems 

stressed at New York meeting... 
Human relations, paperwork control, stres- 

sed at AMA conference (Conclusicn)....... Decemker, 
Techniques of forms control outlined at 

SPA meeting (Conclusion)... ..December, 


Automation in the Office 


Production control problem solved by use 
of single data duplicator July, 
How operations research techniques can be 
used by smaller companies 


by John Hockman....... ...August, 
New cost accounting system increases 

storeskeeping efficiency 

by Wayne Arthur... December, 


How automation simplified paperwork con- 


trol at Minneapolis-Honcy well Decemter, 


Layout and Equipment 


Spectacular new offices mark merger of two 
famous New York banks... ons July, 
New centralized office serves decentralized 
functions 
by Frederick Vogel... eee . August. 
Harmonious individuality stressed in new 


Electronics Center.......... ; September, 
Connecticut General builds its “philosophy” 

into new home office 

by Frederick Vogel October, 


Personnel 


Today every company can afford an ex- 
ecutive development plan 
by Robert M. Smith... ; ....August, 
Don't overlook the older worker in today’s 
labor market ! 


by Robley D. Stevens August, 


1—November, 


...November, 
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How to build a successful employee commu- 
nications program 
by Feowert MM. Senith............ sss September, 
How to distinguish between staff and line 
responsibilities 


by L. Bert Nye, Jr.-. September, 
How you can save money - by training— 

rather than — — isors 

by Lester Tarnopol...........-....... October, 


How to use the four main sources w7 new 
workers successfully November, 


Special Features 


Six month report: trends and events in the 
first half of 1957 
Ere July, 


Why your mailroom may be your most ex- 
pensive department 
by W. D. Sullivan. .... July, 


How to select the best machines for | your 
office's needs 
by Walter S. Athearn.................................. August, 


Specialized equipment, techniques, speed 
and simplify office moves.. 
The “benefits of batching’ higher produc- 
tion, lower costs 
by Ralph W. Fairbanks and i 
Hoffman... of 


Panel will answer any , office ‘management 
question at National Business Show; 
products are previewed.....................---.------- ‘October, 

How planning pays its way in successful 
presentations 
by John Hockman.... 

What management needs to know about 
wage and hour regulations 
by Robley D. Stevens... 

The “how to” in planning, preparing and 
writing effective reports 


..August, 


_.October, 


December, 


by John B. Mayer ; December, 
“Human approach” to lighting, color co- 
ordination benefits Con Edison December, 


Why business courtesy is only good business 


by Ernest W. Fair December, 


Systems Design and Methods 


How a twenty-five employee office auto- 
mated order processing procedures 
by Frederick Vogel............ July, 
How a small office can design its own forms 
efficiently 
by Morton Gluck.. 
Why not let operating departments draft 
their own procedures 
by Ray Marien.. , R August, 
How we simplified billing during an expansion 
period 
by Raymond J. Dunleavy. 
Simple coding can be the bridge between 
forms control and records retention 
by George Biek................ : October, 
How to save money and space by estab- 
lishing a record center 
. L. oward..... 


August, 


by F December 
Tools of the Office 
by Robert Beeman 
Equipment for ‘Automation in the office’’.. July, 


Adding, calculating, bookkeeping and ac- 
counting machines, systems and devices; 


machine work station equipment................August, 
Intercommunications equipment: dictating 

and transcribing equipment..........._... September, 
Microfilm Equipment ; typewriters... October, 
Duplicating equipment.................................... November, 
Filing equipment and office safes...................December, 
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rotary card filing 
ge 20 ‘| USES PRESENT CARDS. With amazing Mosler Revo-File, no costly trans- 
* position is needed. You save an average of $200 in change-over costs 
plus big savings in time, space, money over old-fashioned filing. 
ge 20 


ge 31 


ge 62 


Be 35 


Be 47 


ige 31 


ige 20 


Age 34 


Age 37 


age 72 y 
REMOVE OR REFILE ONE CARD OR HUNDREDS instantly. Mosler Revo- ) CARDS CAN'T DROP OUT. Mosler Revo-File is the only file of its 
File holds cards without mechanical attachment. No wear on card ‘» type that doesn’t rely on notched cards that wear out in use. 
or clerk. Ups efficiency. Gives real finger-tip control. The patented, exclusive belt method of holding records in file 


assures complete protection against card “fall-out” or wear. 


age 23 
age 23 
Another fine 
— product of 
eet The MOSLER 
SAFE Company 


age 22 


age 38 


HOW TO MODERNIZE AN ACTIVE CARD FILE IN MINUTES. 


If you have 3,000 or more active card records of any type 
or size (including tabulating cards) which are used con- 
tinuously for reference and posting, mail this coupon today! 


age 23m 


age 40 Department OM-I! REVO-FILE DIVISION e THE MOSLER SAFE COMPANY, 4 
320 Fifth Ave., New York 1, N.Y. 


% 


FILING IS FASTER, REFERENCE IS QUICKER with Mosler Revo-File as 


age 47 “cards come to clerk” instead of clerk going to cards. Note auto- pagent geet ego cog mgon Bes Oe ere ae a 
_Matic visual ‘‘V” permits easy reference to any card. Revo-File ; A q 
a8¢ 3’ available in manual or electric automatic selector models. & 
age 53 NAME POSITION _ a 
age 4° * * * ok * ‘ by 
. 5 COMPANY igh 
48° “For big volume filing Mosler Roto-File can accommodate hi 
MENTMore than 80,000 cards . . . has all the exclusive features ADDRESS im 


Mosler Revo-File. Several clerks can work at same time. 
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A List finder 

The “Director” telephone list finder, 
retailing at $3.95, has been color- 
styled to match 8 popular telephone 
colors. Extra-wide cards allow for 
listing more than 1300 names and 
telephone numbers. Thirty-five other 
models, ranging in price from $1.95 
to $7.50, are also offered. The Bates 
Mfg. Co., Orange, N. |. (A-1) 


V Payroll book 

Designed for use by firms employing 
25 or fewer persons, the payroll book 
features wide money columns, perfor- 


ated weekly pages and a column for 
check numbers. It also includes a cal- 
endar of tax forms and the Dome In- 
stant Tax Calculator. Dome Publish- 
ing Co., Inc., 376-61 Canal St., Provi- 
dence, R. I. (A-2) 


V Grand total machine 

The Model 541E grand total machine 
features an accumulating register and 
credit balance. During calculations, all 


totals are automatically fed into this 
register to obtain the grand total. A 
symmetrical keyboard and _ interlock- 
ing keys are additional features. 
Addo-X, Inc., 300 Park Ave., New 
York. (A-3) 


V_ Liquid-containing synthetic 

A new synthetic material — “Porelon” 
— has been developed in which liquid 
can be contained as it is being manu- 


factured and then given off at a pre- 
determined rate. Rubber stamps shown 
have pre-inked porelon letters — elim- 
inating the need for ink pads — which 
can make more than 50,000 impres- 
sions. Perma Industries, Inc., 416y 


Beverly Blvd, Los Angeles. {A-4) 


New 
for the office 


ERRATUM 


New Products’ item D-4 on page 43 of 
the December issue of Office Manage- 
ment incorrectly coupled a description 
of Globe-Wernicke Co.’s new “Execu- 
tive Techniplan” system of office 


furniture arrangement with a picture 
of a partition assembly in the “Met-Ell- 
Wall” Line of movable metal office 
partitions from Yawman and Erbe 
Mig. Co. 1099 Jay St. Rochester 
3, N. Y. The editors regret this error. 


V Offset duplicator 

This “Dav-A-Matic,” according to the 
manufacturer, features the first auto- 
matic plate changer ever offered on 


an offset duplicator, and a universal 
systems feed which combines auto- 
matic suction feeding with manual 
feeding for a variety of systems-meth- 
ods duplicating. Davidson Corp., 29 
Ryerson St., Brooklyn 5. (A-5) 


Vv Large-capacity file 

The “Flip-Filindex” can hold 200 re- 
cord cards and contains plastic envel- 
opes attached by steel rods to a heavy 


press-board tray. It is available filled 
with 2 trays of envelopes, 25 to a 
tray, in tan, black, maroon, blue and 
green. Price ranges (according to 
card sizes), from $8 to $12. Joshua 
Meier Co., 601 W. 26th St., New 
York 1. (A-6) 
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A Caleulating, adding machine 
The “Time-Exa,” featuring a 9-digit 
keyboard, may be used for addition, 
subtraction and multiplication of 
hours, minutes and seconds, and 
measurements of angles in 60-degree 
units. It weighs 6 lbs., and measures 
7x 7% x 3% in. Price, $89.50, plus 
Federal excise tax. Silver Bells, Ltd., 
1637 Del Monte Blvd., Seaside, Calif. 

(B-1) 


V Paper index cards 

“Quik-Kards,” are now furnished in 
continuous, perforated strip form, and 
are available in 12 sizes, 1ooo to the 


soem: 


roll. Roll holders and gauges are 
supplied to facilitate manual feeding 
of the cards into metal-plate address- 
ing machines, and an 


automatic 
feeder attachment is available for 
firms which use large quantities. 


Addressing Machine Co. of California, 
667 Mission St., San Francisco.(B-2) 


JANUARY 1958 


VY Payroll tax oe S. 
Measuring 44% x 11 in., this flat tax 
calculator gives accurate, automatic 
readings of withholding and the new 


24% per cent F.IL.C.A. tax. Made of 
Bakelite rigid vinyl, it is available in 
3 models, one each for weekly wages, 
for semi-monthly wages up to $140, 
and for semi-monthly wages from 
$140 to $500. Retail prices, $3.50 
each; both units of the 2-part semi- 
monthly model, $5. Paul S. Morton 
Engineering Service, 5131 Meadow- 


lark Lane, Kalamazoo, Mich. (B-3) 


Vv Master roll 

Designed to provide multiple copies 
of teletypewriter messages, the “Azo- 
graph” master roll is placed on the 
machine, instead of a conventional 
roll of paper. The operator then de- 
taches the message, clamps it on the 
duplicator, and runs off copies. The 
roll contains colorless chemicals to 
prevent staining. 4. B. Dick Co., 5700 
W. Touhy Ave., Chicago 31. (B-4) 


RATA: 


C., iciarc, ARIZ 


A Electronic computer 

The “Monrobot IX” is designed pri- 
marily for billing applications, al 
though it can be used for other 
accounting functions. It prints out 
results with the flick of a switch and 
stores individual answers for end-of- 
the-day totals or for recall at any time. 
The magnetic memory permits ac- 
cumulation in 14 registers of 18 
digits each. Its price approximates 
$10,000. Monroe Calculating Machine 
Co., Inc., Orange, N. |. (B-5) 


V Rotary printer 

The “Blu-Ray” diazo rotary printer 
is available in 42- and 22-in. sizes, 
and is capable of printing speeds up to 


4 ft. a minute. Complete ball-bearing 
suspension, finger-tip external speed 
control, fluorescent illumination and 
automatic belt tension on 16 rubber 
belts are features. Peerless Colonial 
Products, Ine., 200 N. Main St., 
Ivoryton, Conn. (B-6) 
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A Paper punch 

The “Presto-Matic” is a_ self-center- 
ing paper punch which automatically 
centers papers during operation and 
accepts up to 24 sheets of 16 lb. stock. 
An overall rubber base protects sur- 
faces, catches punch-outs and reduces 
noise. Price, $13.75. Metal Specialties 
Mfg. Co., Melrose Park, Ill. (+1) 


V Air conditioner 

The new 2 HP Ductaire unit is cap- 
able of delivering 590 cubic ft. of 
cooled air each minute and can air 


¥ 
condition 1400 sq. ft. of floor space. 
Equipped with a special pre-fabricated 
ductwork which carries cooled air to 
vents at selected locations, the unit is 
particularly suited for small offices. 
Westinghouse Electric Corp., Box 868, 
Pittsburgh 30. (C-2) 


V Intercom maste rstation 
This automatic dial 
when combined with a Dictograph 


system, offers integration of com- 


switchboard, 


de 
= 


munications between specific persons 
and/or general intercommunication 
among a number of departments. The 
Dictograph Automatic Switchboard is 
available from 30 to an_ unlimited 
number of lines. Paging facilities, au- 
tomatic ring signal, identification of 
in-coming — calls (executive “right-of- 
way”) and automatic “memo of call” 
are features. Dictograph Products, Inc., 
95-25 149th St., Jamaica 35, N. Y. 
(C-3) 


V Steel shelving 

Offering users a wide selection of ad- 
justable shelving equipment, _ this 
company’s line includes plain shelving 


in 240 different size combinations, 
and ledge shelving in 735 combina. 
tions. Constructed of heavy-guage 
steel, 3 basic types are available: Open, 
closed without doors, and closed with 
doors and locks. Penco Metal Prod- 
ucts Div., Alan Wood Steel Co., 200 
Brower Ave., Oaks, Pa. (C-4) 


V Traveling companion 

Venus Pen & Pencil Corp., Hoboken, 
N. ]., and Skyway Luggage Co., 
Seattle, Wash., have combined their 


ihe: a naaygeere 


products in this new “Top Manage- 
ment Case.” Tucked away in the lower 
section of each case is a Venus Execu- 
tive Pencil Kit containing three types 
of pencils used by the executive. 


(C-5) 


Vv Adding machine 

Marchant’s first adding machine is a 
10-key, fully electrified unit featuring 
2 dual-purpose operating bars. One 


prints totals automatically and is used 
for each addition; the other prints 
sub-totals automatically and is used 
for keyboard clearance. Marchant Cal- 
culators, Inc., 1475 Powell St., Oak- 
land 8, Calif. (C-6) 


V Display stand 

The new “Han-Dee Holder” is fin- 
ished in tarnish-resistant brass and 
fabricated from heavy-guage wire. A 


coil spring page holder allows firm 
grasp of material while pages are 
being turned. Retail price is $1. The 
Herald Products Co., Box 145, Mount 
Vernon, N. Y. (C-7) 
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A Executive chair 
Created especially for the top-echelon 
group, the “Imperial” executive chair 
features 5,135 cubic inches of foam 
rubber cushioning, molded foam rub- 
ber arms and “winged” head rest, and 
is available in a variety of baked ena- 
me] finishes and upholstery. Wells 
Chair Corp., Michigan City, Ind. 
(D-1) 


V Multi-purpose desk lamp 

Featuring a finely-ribbed elongated 
metal reflector which rotates to control 
light, this floor model desk lamp may 


be used for a variety of purposes. Brass 
swing arm and up-and-down arrange- 
ment provide additional flexibility. It 
is available in ebony and brass and 
brown and beige at an approximate 
retail price of $39.75. Height: 40 to 
51% in. Lightolier, Inc., 346 Clare- 
mont Ave., Jersey City 5, N. ]. 
(D-2) 


Vv Aluminum step stool 

Recommended for use in record rooms, 
archives, filing departments and stock 
rooms, the “Finest-Made” aluminum 


step stool measures 12 in. high, with 
a 10-x 16-inch top, and weighs 3 lbs. 
It is distributed by Replica Products 
Corp., 154 Nassau St., New York 38. 

(D-3) 


V Movable walls 


New aluminum movable wall system 
features panels of embossed natural 
aluminum alternate, with stacked 


RE ee 


panel sections of baked enamel on 
aluminum, and panels of obscur- 
glass set in extruded aluminum posts. 
All components are based on a 4. 
inch module throughout, and _ panels 
are available in a wide variety of col- 
ors. E. F. Hauserman Co., 2100 Keith 


Bldg., Cleveland 15. (D-4) 


A Office furniture 
A typical 1400 line grouping of office 
furniture features contemporary styling 
and modular characteristics which 
permit flexibility of arrangement. The 
desk offers a flush top, picture frame 
molding and double tapered legs. 
Domore Chair Co., Elkhart, Ind. 

(D-5) 


V Vertical window covering 

The Louverdrape “Free Flow” fabric 
traverse vertical window covering fea- 
tures controls for rotation and travers- 


ing, mounted at either side of the 
blind, capable of rotating the 6%-inch 
louvers a full 180 degrees. The ver- 
ticals, particularly suited for large win- 
dows, may be obtained in more than 
50 decorator colors. Vertical Blinds 
Corp., 1936 Pontius Ave., Los Angeles 
25. (D-6) 


For further information, use 
Readers’ Inquiry Coupon on 
page 80. 

Additional New for the office prod- 
ucts appear on pages 51, 52, 70 and 71. 
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A Monthly Feature 


Tools of 


the Office 


Wardrobes and Lockers; 


| 


Standard equipment in today’s offices 
are these models of (top) a wardrobe 
eabinet and storage-cupboard cabinet. 
(Pictures by courtesy of Barler and 
Corry-Jamestown, respectively.) 
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IF IT IS agreed that the operations of 
the office have become more complex 
within the past decade or so, and that, 
as a result, paperwork has multiplied 
accordingly, it is pretty obvious that 
management must consider streamlin- 
ing the procedures by which this mass 
of material is stored for future refer- 
ence. Many articles have appeared re- 
cently (as, for example, in December’s 
Office Management) which outline 
new methods for developing a storage- 
filing system. But, almost as equally 
important as the system devised is 
the equipment which will house the 
records retained. 

So many stored papers must be on 
tap for ready reference by company 
officials, government agencies, and the 
like, that the importance of knowing 
exactly where they are cannot be min- 
imized. Likewise, they must be re- 
couped in a presentable condition. 
This is where the proper selection of 
storage equipment comes in. 

With office space to contain current, 
not to mention past, records at a pre- 
mium, storage cabinets must not only 
be adequate to accommodate a wealth 
of material, but must be designed to 
complement office decor, and in the 
smallest possible area, as well. Mobile 
storage cabinets, for example, are a 
comparatively new trend to conserve 
office space. This arrangement permits 
the cabinets to roll on tracks which 
are either set in the floor or suspended 
from the ceiling, and they may be 
stationed up to six units deep and less 


Storage Equipment 


than four or so inches apart. A single 
vacant space, about 12 inches wider 
than a unit, is left in each tier, there- 
by permitting access to the files in 
every tier when the units are rolled 
to the right or left. This type of in- 
stallation is recommended particularly 
where the floor supports are strong 
enough to stand the weight, and where 
there exists a large volume of inactive 
records. 

To gain additional filing space for 
each square foot of floor space, manu- 
facturers of conventional storage equip- 
ment are constructing four-, five- and 
six-drawer cabinets which are little or 
no higher, respectively, than most of 
the three-, four- and five-drawer units 
now in use. Also, a great variety of 
open and closed filing shelves are now 
on the market, and these units are 
offered in many different sizes, weights, 
styles and colors. Most of the open 
shelf units (usually six to eight inches 
high and adjustable) are of metal con- 
struction, some featuring slots or 
notches at intervals to hold dividers, 
others with stationary supports to keep 
the records from slumping. Attractive 
closed shelves with closed ends are 
available from a number of companies 
with either a drop front or sliding 
front to protect records and to give 
the general appearance of cabinets. 
The closed end variety also tends to 
aid in maintaining clean stock. 

The range of storage equipment, as 
already indicated, is as diverse as the 
records they contain. Besides the cabi- 
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The sliding-door variety of steel cab- 
inet, such as the model at the left 
from Evans Metal, has become 2 pop- 
ular unit and provides security of 


net-type, generally constructed of steel 
or steel and glass in single, double and 
sliding-door models and desk-, counter- 
and file-high varieties are increasing 
in popularity. Not only may these 
units be placed in inconspicuous sec- 
tions of an office’s work area, but they 
may be used to house office supplies 
(stationery, pencils, carbons, et al) 
which are constantly in use. 

The glass-front utility cabinet, used 
primarily for storage of books and 
pamphlets, not only serves a useful 
function as warehouse for these items 
but, when arranged in an_ attractive 
manner, can be used as a showcase 
for samples of the company’s products 
as well. 

An adjunct to storage units is the 
usual wardrobe cabinet, many of which 
afford space for storing office supplies 
and articles in addition to the coats 
and hats of employees. These combina- 
tion storage-wardrobe cabinets, avail- 
able in either open or enclosed models, 
usually include storage compartments 
at the top or along the side of the 
Wardrobe area. 
manufactur- 
per se have 
apart from 

usefulness, 
space-saving 


Increasing numbers of 
ers of wardrobe cabinets 
developed units which, 
their attractiveness 
Stress the 


and 
all-important 
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contents. The Livingston utility cab- 
inet at the right is capable of being 
folded to a 5%-in. carton thickness 


for convenience in storage 


element. Clothes hanger bars or rods, 
sturdy and flexible, usually are set 
beneath multiple-tier hat racks and 
are designed to house as many as 36 
garments in less than one-third square 
foot of floor space for each article of 
clothing. And many units feature 
louvers at the back of the cabinet to 
relieve musty odors. 

One important trend, increasing in 
significance of late, is the desire of 
managements, especially those housed 
in new buildings, to install wardrobe 
facilities through use of wall units 
which are recessed into the walls. 
Thus, “made-to-measure” wall units 
are being custom-built in a wide vari- 
ety of lengths, and by utilization of 
multiple sections any wall space can 
be fitted to exact measurements. 

Individual or wall lockers of the 
single-, double- and multiple-tier assort- 
ment, standard equipment in many 
offices, now embody new improve- 
ments—ranging from the sloped top 
to the closed base—which prohibit the 
stacking of articles on the tops of the 
units and clustering of dirt under- 
neath. At least one manufacturer now 
protects its line of steel lockers with 
the same treatment used on automobile 
bodies. By bonderizing its lockers, 
rust formation is inhibited. A bonder- 


ized coating of non-metallic phosphate 
is applied to all locker parts prior to 
painting and assembly, and the life 
of units is lengthened, particularly in 
locker rooms where moisture is heavy. 

Compact “personal” lockers, gener- 
ally measuring 12 x 12 x 12, often are 
provided to the individual employee 
or, in other locker installations, these 
boxes are lined against the tops or 
sides of the wardrobe unit in use. 

Numerous other models of cabinets 
complete the usual office array of stor- 
age bins, cases and racks. One popu- 
lar variety, designed for the small 
parts manufacturing office, includes a 
number of small drawers for supplies. 
Ledge-type shelving, including both 
open and closed racks and counter 
units, as well as open storage cases, 
are becoming more important to offices 
for storing supplies within easy access 
by employees. Counter- and file-high 
cupboards are invaluable office tools 
for storage purposes and, where feas- 
ible, also may be used to support office 
machines or provide writing space. 
Too, “work benches,” which combine 
working areas and storage facilities, 
are popular items in many manufac- 
turing and engineering plants. 

Of particular importance to man- 
agement is recognition of the fact that 
manufacturers of this equipment allow 
for conversion of most of these units, 
and the result is that, after simple 
adjustment, a certain model may serve 
various purposes 6r be reconstructed 
into a combination storage-wardrobe 
cabinet. 

Following is a list indicating in 
general the nature of equipment avail- 
able from manufacturers of these lines 
of office equipment. Although this 
section is not intended to cover open- 


This illustration points up an example 
of mobile storage, in which cabinets 
are rolled on tracks which are set in 
the floor or suspended from the ceil- 
ing. (Picture by courtesy of Dolin.) 
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shelf or other types of actual filing 
equipment, reference to them is made 
on occasion. For a complete resume 
of filing materials and supplies con- 
sult the December issue of this maga- 
zine. 


The Manufacturers 

All-Steel Equipment, Inc., Aurora, 
lil. Line of steel-constructed cabinets 
and lockers. Storage, wardrobe, com- 
bination and counter-high cabinets, 
and utility racks are bonderite finished 
in 4 colors: Dawn grey, stylite tan, 
mist green and “ASE” green. Available 
in a complete range of 20 sizes, witn 
shelves adjustable on 1'-in. centers. 
Single- and double-tier lockers, box 
lockers and unit-robes are finished in 
baked enamel and available in dawn 
grey, sand tan, fern green or “ASE” 
green. Complete range of 78 sizes 
offered. Closed base and/or sloping 
top models available if specified. 

Appliance Products Co., 2034 Jent- 
fer St., Box 3035, Madison, Wis. Serv- 
Mor all-welded steel wardrobe cabinet 
line can accomodate from 8 coats/3 
hats to 72 coats/4o hats in a complete 
range of sizes. Standard finish of grey 
polychrome enamel, or special finishes 
available. Price range: $13.50 to $85. 
Appliance also offers Serv-Mor made- 
to-measure wall units, custom built to 
any length from 48 in. to 96 in. Space 
Saver wall units, available in 3 models, 
can accommodate from 8 coats/3 hats 
to 16 coats/12 hats. Open and closed 
hook or self-centering Sturdi hangers 
also offered. 

Art Metal Construction Co., ]ames- 
town, N. Y. The Director line of 


This new installation at the Emplcyers 
Mutual Insurance Co., Wausau, Wis., 
is another in the current trend to pro- 
vide ‘“*made-to-measure” wardrobe 
units, built into the walls of the build- 
ing. (Picture by courtesy of Ap- 
pliance.) 


storage equipment, featuring open-, 
swing- or receding-door cupboards for 
storage of office supplies. Of steel 
construction, units can be fitted with 
either plain or roller shelves. 


Art Steel Co., Inc., 170 W. 233rd St., 
New York 63. Three lines of steel 
office supply cabinets, in baked enamel 
in choice of 4 finishes. The 1600 
Series features 10, 12, 20, or 30 non- 
suspension drawers; smallest model 
contains 2% cubic ft. of space, the 
largest 64% cubic ft. Adjustable shelf 
with casters available. Price range: 
$23.25 to $58.25. The 1200 C Series 
features 20 or 30 non-suspension 
drawers; smallest model contains 5 
cubic ft., the largest 644. Special fea- 
ture is removability of trays and 
shelves in “Pigeon-Holer” units. Price 
range: $144.25 to $210. The 1200 
Series features 20 or 30 non-suspen- 
sion drawers and similar removability 
of trays and shelves. Smallest unit 
contains 5 cubic ft. the largest 6. 
Price range: $33.35 to $49.50. 

Barler Metal Products, Inc., W. 
Jefferson & Richard, Goshen, Ind. Bar- 
ler metal cabinets include a range of 
desk, office storage and wardrobe cabi- 
nets, of steel construction, available in 
a wide choice of finishes, including 
grey hammer, desert sage, brown 
wrinkle, white (office storage cabinets 
only), and walnut gun grain. Lamin- 
ated plastic tops and adjustable shelves 
are features of several models. Range 
of sizes: Desk models, 20 x 36; office 
storage cabinets and wardrobes, 24 x 
66 x 20, 30 x 66 x 20 and 36 x 66 x 20. 
Desk models include an all-enclosing 
door which completely locks all draw- 
ers. Price range: Desk models, $39; 
office storage cabinets, $28 to $44; 
wardrobes, $24 to $39. 


Berger Mfg. Div. SEE: Republic 
Steel Corp., Berger Mfg. Div. 

Borroughs Mfg. Co., 3002 N. Bur- 
dick, Kalamazoo, Mich. The Cyclops 
line, a combination storage-wardrobe 
unit, and the Flexi line, a sliding-door 
storage cabinet, both steel constructed 
and available in a wide range of fin- 
ishes. 

Cole Steel Equipment Co., Inc., 415 
Madison Ave., New York 17. This 
firm offers a line of storage, wardrobe 
and combination cabinets, including 
some in standard counter- and desk- 
high sizes. Sliding-door cabinet avail- 
able. 
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Corry-Jamestown Mfg. Corp., Corry, 
Pa. Steel Age steel wardrobe, supply 
cabinets and combinations are offered 
in synthetic enamels in choice of 14 
finishes, including wood grains. Shelves 
are adjustable on 2-in. centers, and 
units can be converted to a variety of 
purposes. Price range: $65 to $138. 

De Luxe Metal Furniture Co., Div. 
of Royal Metal Mfg. Co., Warren, Pa. 
The De Luxe line includes steel stor- 
age, wardrobe, combination and coun- 
ter-high cabinets in baked enamel in 
standard grey, with colors to match 
office decor available at slight addition- 
al cost. Range of measurements are 19 
and 26 in. wide, by 18 and 24 in. deep, 
by 42, 66 and 78 in. high. Special 
features include adjustable shelves, 
louvered backs for air circulation, 
built-in locking handle, complete bolt- 
less assembly without hinges, bolt 
heads or other defacing marks visible, 
and easy conversion of units. Price 
range: $61.50 up. 

Diebold, Inc., 2011 Mulberry Rd., 
Canton 2, Ohio. The Stoc-Rite line 
of cabinets and shelving for storage 
and wardrobe purposes. Adjustable 
shelving and convertibility of units 
are features. 

Dolin Metal Products, Inc., 315 Lex- 
ington Ave., Brooklyn 16, N. Y. Dolin 
provides a variety of storage equip 
ment as well as mobile storage instal- 
lations by which cabinets can be con- 
verted to the Dolin Mobile Storage 
System. In these installations, a bank 
of standard equipment is __ placed 
against a wall, while immediately in 
front of this bank is installed in the 
floor a set of tracks. Other storage 
units, mounted on rollers, are then in- 
stalled so they ride on these tracks. 
By sliding a unit to the side, access 
may be obtained to units in the rear 
row. This method eliminates aisle 
space and, according to the company, 
permits the addition of from 30 to 70 
per more equipment 
adding floor space. 


cent without 

Equipto, Div. of Aurora Equipment 
Co., Aurora, Ill. Equipto produces 3 
wide variety of shelving, lockers and 
benches of steel construction. Modern- 
Flow steel lockers are available in 
baked enamel over phosphate coating, 
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and in standard sizes. Features include 
streamlined design, rounded edges, re- 
cessed handles and louvers, and_bolt- 
less construction. Recently, the com- 
pany introduced a line of shelf filing 
units, available in open or closed 
models. Spring steel rod followers 
on each shelf are adjustable and lock 
at any spot to provide compression. 
Each opening is equipped with full- 
length label holder. 

Evans Metal Products, 341 W. 38th 
St., New York 18. The Archer Crafts 
line is all steel-welded and _ includes 
swinging-door and sliding-door ward- 
robe and storage models. Available in 
grey or green, or in graining at slight 
additional price. Range of sizes: Coun- 
ter-high models, 30 and 42 in. high; 
regular cabinets, 72 and 78 in. high; 
width and depth of models are avail- 
able in 18 x 24, 18 x 36, 24 x 24, and 
24 x 36 in. Cabinets are easily con- 
verted, can be mounted on casters and 
feature adjustable “clip-type” shelves. 

Gardner Mfg. Co., Horicon, Wis. 
This firm manufactures a line of steel 
storage, wardrobe and first aid cabi- 
nets, available in baked enamel in 
olive green, office grey and desert tan. 
Standard measurement of _ storage- 
wardrobe equipment is 21 x 36 x 78, 
also custom-built according to cus- 
tomer requirements. Adjustable shelves 
are a feature. Price range: $56.25 and 
up. 

General Fireproofing Co., Youngs- 
town 1, Ohio. GF offers a line of steel 
supply, wardrobe and combination 
cabinets, all baked on enamel in 9 
finishes, including 2 wood grains. 
Available in 6 sizes, accommodating 
from 3.9 to 16 cubic ft. of space. 
Shelves are adjustable by hand on 1-in. 
centers. Parts are interchangeable, and 
locks included. 

S. A. Hirsh Mfg. Co., 8051 Central 
Park Ave., Skokie, lll. Hirsh offers 
the Shelv-It-All and Door-N-Wall line 
of open-storage steel shelving in a 
variety of sizes. 

Interior Steel Equipment Co., 2352 
E. 69th St., Cleveland 4. Line of steel 
shelving, lockers, cabinets, boxes and 
benches in a variety of measurements. 

Livingston & Co., Inc., Luzerne at 
“D” St., Philadelphia 24. Livingston 
announces development of a folding 
wardrobe or utility cabinet, of steel 
and piano-hinge construction, in ham- 
mertone finishes. Units measure 30 
x 66 x 22, and wardrobes can accom- 
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ae 


modate 24 garments/8 hats. Utility 
cabinets include 4 shelves. Units fea- 
ture optional central jamb lock, are 
simply assembled, have no bolts or 
screws, and fold to 5'%-in. carton 
thickness. Price range: Wardrobes, 
$39.95; utilities, $44.95. 

Lyon Metal Products, Inc., Aurora, 
lil. Equipment from Lyon includes 
2-door storage, 2-door wardrobe, coun- 
ter- and desk-high cabinets and a flat 
drawer file model. Of steel construc- 
tion, units are available in baked 
enamel in grey finish. Dimensions: 
Regular cabinets 36 x 21 x 78; counter- 
high, 36 x 21 x 42; desk-high, 18 x 21 
x 30%. The flat drawer file is avail- 
able in 3 sizes, all with 5 drawers. 
Cabinet shelves are adjustable every 
2 inches without tools. Extra shelves 
may be added. 

The Maine Mfg. Co., Nashua, N.H. 
The White Mountain Office Furniture 
line of various steel storage equipment 
is available in baked enamel in grey 
or green. Units contain from 19 to 29 
cubic ft. of space, and wardrobes hold 
from 12 to 20 garments. Price range: 
$19.95 to $49.95. 

Maysteel Products, Inc., 740 N. 
Plankinton Ave., Milwaukee 3. The 
W H series of wardrobes, some of 
which contain space for drawers, and 
a line of cabinets for various purposes. 

Fred Medart Products, Inc., 3535 
De Kalb St. St. Louis 18. Medart has 
offered a line of steel lockers in the 
past. Current details not available at 
press time. 

Mobile Racks, Inc., Div. of Bacon- 
Wolforth Corp., 369 Lexington Ave., 
New York 17. Rol-Rak storage units 
are mounted on ball-bearing wheels 
and placed on steel tracks. The base 
unit is adjustable in all directions to 
fit cabinet or rack units ranging from 
24 to 48 in. in width, and from 12 
to 42 in. in depth. 

Northwest Metal Products Co., 1337 
E. Mason St., Green Bay, Wis. This 
company has manufactured a line of 
storage equipment, with or without 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 80. 


doors. Current details not available at 


press time. 

Parker Steel Products, Inc., 54-68 N. 
11th St., Brooklyn 11, N. Y. Line of 
steel storage equipment, some available 
with ‘sliding doors, in a variety of 
finishes, including walnut and mahog- 


Samples of mobile storage units. an 
office supply cabinet with drawers, and 
a locker with louvered front are pic- 
tured here. (Pictures, top to bottom, 
by courtesy of Mobile Racks, Art Steel 
and Republic. respectively.) 
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This double-tiered row of lockers, recently installed by the Boston Old Colony 
Insurance Co., Lansing, Mich., points up one method by which the individual 
employee may have use of a separate locker in a large organization. Set flush 
against the walls, the lockers afford convenience, privacy and maximum use of 
space control. (Picture by courtesy of General Fireproofing.) 


any wood grain finishes. Showcase 
and bookcase units also offered, as 
well as steel sliding and_ glass-sliding 
door cabinets. Shelves are adjustable, 
and units are easily converted. 

Republic Steel Corp. (Berger Divi- 
sion), 1038 Belden Ave., NE., Canton 
5, Ohio. Wide variety of steel ward- 
robes, lockers, supply cabinets and 
combinations, all in baked enamel in 
3 standard colors: grey, beige and 
neutral green. Other colors available 
on specification. Measurements: Small- 
est box locker, 12 x 12 x 12; largest 
single-tier locker, 24 x 24 x 72. Stor- 
age cabinets and Bergerobe clothing 
wardrobe and locker combinations in 
a wide variety of sizes. All Republic 
steel lockers feature special bonderized 
surface. Accessories include sloping 
tops, closed bases, spring latch locks 
and adjustable foot fronts. Adjustable 
shelves on various models included, as 
well as padlock attachments on all 
openings in wardrobe-locker combina- 
tions. 


Royal Metal Mfg. Co., 175 N. Mi- 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 80. 


chigan Ave., Chicago 1. The 66 Cabi- 
nette line, available as either a storage 
or wardrobe unit. Adjustable shelves 
and/or hat racks featured. 

Sheet Metal Specialty Division, 
Follansbee Steel Corp., Follansbee, W. 
Va. The Steel Pride line of storage, 
wardrobe and combination cabinets, 
lockers and various other storage 
equipment in a wide range of meas- 
urements. 

Standard Pressed Steel Co., Box 501, 
Jenkintown, Pa. Hallowell steel storage 
and wardrobe cabinets are available in 
phosphate-coated baked enamel. Larg- 
est models hold more than 26 cubic 
ft. of material; double door wardrobe 
cabinet holds 12 to 16 coats. Adjust- 
able hat shelf featured. Shelves on 
cabinets are adjustable on 2-in. incre- 
ments with removable clips, and con- 
version is easily attained. Drawers are 


Next Month: 


Check Devices 
Numbering Machines 


Time Recorders 
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available on special application. 

Supreme Steel Equipment Corp, 
53rd St. and 1st Ave., Brooklyn 32, 
N. Y. Supreme’s line of storage and 
wardrobe cabinets, combination units, 
utility cabinets, glass-front bookcases 
and sliding-door cabinets are available 
in baked enamel in choice of 5 colors, 
Units are featured in a variety of sizes, 
including standard heights, and desk., 
file- and counter-high measurements. 
Shelves are adjustable. 

Top Flight Products Co., Inc., 6224 
S. Oakley Ave., Chicago 36. The 
Flight line of steel supply cabinets ‘s 
available in measurements of 30 x 12 
x 18 in baked enamel in grey or olive 
green. 

Vogel-Peterson Co., 1127 W. 37th 
St., Chicago 9. The office Valet, Check. 
erette and Decorator wardrobe lines 
are available. Office Valet models fea- 
ture wide range of capacities, with 
number and spacing of shelves avail- 
able as desired. The Checkerette line 
has an 18- to 64-piece capacity. The 
Decorator wall-mounted line,  intro- 
duced in late 1957, is made of alumi- 
num with tubing in clear or brass 
anodized finish and is offered in a 
wide range of capacities. None of the 
lines offers drawers. Price ranges: 
Office Valet, $19 and up; Checker- 
ette, $17.75 and up; Decorator, $11.95 
and up. 

Worley & Co., 4820 S. Durfee Ave., 
Pico, Calif. A line of steel lockers and 
shelving, in addition to storage baskets 
and racks. 


Profits squeeze in office equipment in- 
dustry indicated in report caused by 
increase in research 

The “phenomenal” profits upsurge 
of office equipment manufacturers has 
been halted, states The Value Line In- 
vestment Survey, an Arnold Bernhard 
& Co. publication. Contributing factors 
to the narrowing of profit margins are 
numerous, the report discloses, but one 
common weighty cause is the cost of 
accelerated electronics research  activ- 
ities undertaken by virtually every of 
fice equipment manufacturer. Thus 
the industry’s fortunes remain closely 
keyed to the sales and rentals of estab 
lished non-electronic products. Indica 
tions are that demand for such equip- 
ment will weaken this year, with the 
expected lower pace of business ac 
tivity. 
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Long range planning is only effective 


when it, too, is planned 


Planning for the long pull has proved itself—but it can’t 
be done on an “off-the-cuff” basis— 


by Ernest W. Fair 


THE TROUBLE with most of us, 
declares an office executive friend of 
ours, “is that we plan only for the 
short range on a_ catch-as-catch-can 
basis. My work never became easy to 
me until I learned long range plan 
ning. Its importance was apparent the 
first month thereafter. 

“With it I've had more time for 
leisurely handling of day-to-day chores; 
my work has been made easier, 
chances for mistakes and costly errors 
have been reduced and my work has 
become a pleasure instead of a con 
tinuing headache!” 

What was his formula? He didn’t 
have a formula but he had some good, 
experience-tested ideas to suggest. We 
have talked the problem over with a 
number of other executives well-known 
lor their success at developing and 
using long range planning. From the 
many suggestions these men have given 
us here is a boiled-down list that will 
Steatly assist any other executive in 
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developing and using such profitable 
long range planning for himself. 

“Set aside a definite time to make 
your plans,” is of first importance we 
were told again and again. Most long 
range plans fail because they are hap- 
hazard affairs developed in spare 
moments. Long range planning is too 
important to be treated as an extra 
in the day’s work. 

A definite period of time, free from 
every outside activity, should be set 
up for long range planning work. 
Without it the task not only becomes 
most distasteful but certainly unpro- 
ductive. 

“Do it at the naturally opportune 
times,” is another oft-repeated sugges- 
tion. Picking such periods not only 
provides more leisure for good long 
range planning but generally also pro- 
vides a natural wealth of data and in- 
formation with which to work. Sug- 
gested are such times as the beginning 
of the year, when new projects are 


being programmed, whenever lulls 
occur in the regular business routine, 
and during intervals when _ others 
whose help we may need are free to 
work with us. 

“Start planning when you have as- 
sembled all of the needed data and 
facts concerned with the project,” is 
the third suggestion we received. The 
men with whom we talked pointed out 
repeatedly that no good long range 
planning has ever been developed on 
an “off-the-cuff” basis. 

Whenever we attempt to work out 
such planning and at the same time 
expend effort in assembling — the 
necessary tools with which to do the 
job our thinking is seldom left free 
for programming and idea develop- 
ment—we’re too busy marshalling de- 
tails better done beforehand or left to 
others. 

Next on our program should be a 
definite decision to do it in accordance 
with a detailed and concise plan rather 
than by leaping from subject to sub- 
ject as each makes itself apparent in 
our effort. 

“Long range planning to me is like 
building a structure of any kind,” one 
executive said to us. “No contractor 
would attempt such a building effort 
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“look 


what I turn out in one hour 


with the new A. B. Dick offset duplicator" 
Two thousand new product pages, complete with photographic illustra- 
tions. Six months’ supply of personnel forms. Enough new price lists 
for the next quarter. A special billing department form letter. And a 
whole year’s inventory of medical forms. Thousands of copies in all... 
and all in just one hour with the new A. B. Dick Model 350 offset dupli- 
cator. Never has offset duplicating been so fast, so versatile, so easy! 
For more information simply mail the coupon below. Or better still, 
visit your nearby A. B. Dick Company distributor. He’s listed under 
Duplicating Machines in the classified section of your phone book. 


~* A:B-DICK 


DUPLICATING PRODUCTS 


The A. B. Dick offset duplicator, Model 350, replaces 
guesswork with exclusive Aquamatic control. Assures 
maintained balance of ink and water essential for steady 
production of top quality copies... automatically. 


A. B. DICK Company OM-I8 | 
5700 West Touhy Avenue, Chicago 31, Illinois 

Please send more information about the new offset duplicator 
that \means more copies... more kinds of copies... in less 
time! 


Name 


Position | fy 
Company w 


Address 


City Zone State 
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For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 80 


without a blueprint. A good, well. 
drawn blueprint of the long range 
plan is just as important no matter 
what business chore is involved. I 
can mean the difference between a 
job well done and one done poorly.” 

Another point of great importance 
is to make certain our long range 
planning and thinking is started only 
when we can be assured of enough un. | 
interrupted time to finish the project. 

Long range planning takes a lot 
of concentration and memcey activity 
to be worthwhile. No executive is 


capable of such long range planning/ 
when his thinking and programming | 
processes are constantly interrupted; 
the human mind simply does not pos. | 
sess such capability. 

Having adequate tools at hand with 
which to do the job and achieving a 
comfortable working atmosphere are! 
of vital importance in long range) 
planning. Experienced office executives 
noted for their success at using long) 
range planning in their work in/ 
variably make sure of these things be 
fore they take the first step. § 

Developing a pre-conceived a 
of which the foregoing are of course! 
a part, is also important. If method § 
and detail have all been worked out 
before we undertake any kind of plan-” 
ning we can always be assured of a 
mind and body more relaxed and! 
free to develop positive thinking. With- 
out these preparations the results are} 
apt to be poor—and that can bk 
enough to discourage any man from 
long range planning of any kind in 
the future. 


Setting up a guide 


Making certain we have a good 
planning method or guide set up be 
forehand not only insures that our 
thinking will be kept on the right” 
track, but also helps to marshal de 
tails in their proper order and_ per ~ 
spective. What should such a planning’ 
method or guide contain? Here are 4 
few points suggested by the men with) 
whom we have discussed long range) 
planning: ' 


a) A good project description. Set) 
ting down in writing exactly what) 
goal we are seeking and the area we” 
are to cover keeps planning from be 
coming mired down in a morass 0!” 
irrelevant details. ; 

b) Making sure the purpose 
goals are set before you start. When” 
we know where we are heading iti) 
a lot easier to arrive at the destination) 

c) Insuring in advance that the co) 
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Cluttered desks like 
this can cost 30 minutes a day 
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This ingenious Organized Desk cures bad 
working habits and saves time 


A well-known Louisville, Ky. manufacturer* went 
along thinking that cluttered desks were—well, 
just the accepted thing. That is until they bought 
300 Shaw-Walker “‘Clutter-Proof” Desks. 

“The improvement in efficiency was amazing,” 
was their frank comment. “‘At some work stations 
it meant as much as 30 minutes saved each day.” 

How can a desk save so much time—time that 
can go into productive work? With these new desks, 


“Built Like a 
Skyscraper 


SHAW-\WALKER 


JANUARY 1958 
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It’s designed to keep top clear and drawers organized 


ee 


See! 


» Why they bought 300 clutter-proof desks 


time-wasting top clutter and 
drawer hodgepodge are eliminated. 

Fully 75% of things that clutter 
tops and drawers of other desks 
have a specific place inside this 
desk. There are off-the-desk trays 
for incoming, outgoing and pending letters, off-the- 
desk space for work organizers, work separators, 
deferred projects, binders, books, pads, forms, card 
lists. There’s even an in-drawer wastebasket and 
provision for in-drawer phone! 

See these “‘Clutter-Proof”’ desks in 58 color com- 
binations at one of our 17 branches or 470 dealers 
or write Shaw-Walker, Muskegon 96, Michigan, for 
our new 252-page Office Guide. 


*Name on request 


Largest Exclusive Makers of Office Equipment 
Muskegon 96, Mich. Representatives Everywhere 


i : Rea bs wwe a — ‘ 7 ae 4,' i) oe en , a, ov a Re ete Tee 
ad +4 _ a 3) a ft te ee | Sa. age . ae a =f : 
a = 3 oh >t 
: a 
ss a Pe 
aes 
Vea, 
& Lg 
: oT 
H 7 
° ee _ mg eee — — a ’ 
: a. | nn i 
: > ce i 
: ; a ‘* Ve : 4 3 J 2 
: ae a. = AN bs ah bee 1 rat 
: iow. = \ “ieee oo. a ieee 
ce, Pa _ 
- he Pegs aa i 
: ‘ Se, 4 ie He j : so } 
: i re eee ‘ i : ’ ail 
‘ 4 4 > we : bess ee ef ee OE - a _ 
ig 3 F e? Oe hh i oe. iy # 
% ree = Bs i ut @ H —" : 
op A S| F} ay 7 > é : hake) og “= 
Le 4 j a ‘ # ¢ bas ous ' he 
te co ; . x SS f as : “ ant 
bes ae L- poo ‘3 = Bi A a ‘a ZZ 7 x i e: 
i [o Sd + : s ts | . 
> pnt a Pie ae Ma SY 2a sc 
H eg, Lh ee 2 ih ae 4 aa a 
—ae oa ie pty ae _._)6—C Ue ws 
ec, rs i % _ ee sige Ck 
SI Ftc so it 2). i 7 
Ba < Bee sae ” , — 
a Apser ee ‘ ain ¥ * ee re ae el = a 
— —_— Pat oie Ps. eg | s Pages Be @ . 
F ee eg er oct ae : a es Be ve e) 2 B oc 
ie ; = ee A Henan te : ‘ a Fe Ger a z é 
ee ae Z ; SEE ie 2) (ee - «4, eee ‘ . Star 
, ie - 7 x. phere aS Fe a eo 8 i omen a aie Piss . e : . 
eae ee a Sees dee A ETS oa Z 
Sa E s ee ot. ele x * j : ae ie > 4 all : sy 
es a . ey : % ’ Beats ESS «sie  - ‘ es ie ieee ¥ fe 
eS | ee a ac cn ae a Lag i a. é = 
See : mate & ‘ero. ae 5 es ee gf Se 
= + ae * oe om ee ; am 4 os £ i £ PS. <o ae *.. ‘ 
G eae = 2 ee pes A $ o S f ata rn , 
q 7 oo ieee mo f Be ie Lo eae — 
bs ane ae He g Pm. 
7% fe ions a a = 
ab: oe - ae sf é 4 : aj 
= 2 up aie ~ - « 4 ~ 
: Phe co” Ee, su eaaelale i (a ; ; ds 
ee S. i Spe es rand a 
<a a oe rr ee one oo Ree —— ¢ ; 
ae. Me ee errr” ; <—S i - 
i ee aes es gs - ie ‘ - 
ote + 7 <° >. may 2 > 4 ve o 
oe Bg fc P 1 i : allie 
: - - > ; a 2 amt ae 4 eae 
Oe . ae 8 La ‘ oe, ’ Peat a Range ? ne % * 
‘es ‘be Bers as & ae Ee ae “4 Se aa ‘eat E “af — rs -- 
be. ee ce. 6 o20 be 8 di % 4 I : " ‘ > ee E. ‘ 
. ae oe . ” ts ae ed | oS < ee a Y 
& oe = \* ——————— og A | ap NY SS A eos &f ee 
fe Pen, ae. aa, 2 ae a ees ba — eo iy ee oe 
eee i, a ‘o wi , oe ver pi ei a 
Pic a z hE see F hs Re a eee is ee y 
fs, me aha Bis cst — ais ages iss age be 
ee : ee . =a F : ee ga Tid Pt a 
< en -_- i —— 
x os % | — : as fe a _ 
if ee eens! des : a * 
: eg oe Se ee ee Ree : oe ae oe ‘ge ee Aes, 
Ne Ce weg FO Ae eae okie eee me. EE _O F - = a wee} 
i 
i a ie 
™ ; 
. _. bi ht 
: eet 
: | A S| 
: ao 
: oe pe 
: =e 
: e7 
: r 
SECS EEE HE EEE EEEEEEEEEEEEEEESESEEEEEEEEEEEEEESESESESE SEE E SESE SEES EEE 
Te oa x, 
+. 
— 
z Es fe 
wi 
P a ‘% 
ee | 
es, 
45 +t 
aR 
‘y ety a 
j z | i i 
§ yet ay aes Dre # ate ene ees) a See ee ae * lee a ae 2 =e Bi ii 
‘eee as yy ee Ay ees eer F _ oe _ a a ee re aa ee 
% ge eee Pe se fh) i ne ee ot ag en he A CA 2. 5 Ts = 


operation of others needed in the pro- 
ject is available and that the help of 
such personnel can be assured for the 
specific period and time when the long 
range planning is to be done. 

d) Setting up all the necessary fa- 
cilities ahead of time. 

e) When possible working out all 
methods which are to be followed so 
that they can not only be used by your- 
self but can also serve as an aid to 
others who will participate with you 
in developing the particular long range 
plan. 

f) If costs are a factor, estimating 
them ahead of time and working with- 
in these costs. Failure to do this can re- 
sult in working out a detailed plan, 
only to find it’s far too expensive to 
put into effect. 

In addition to the foregoing it is 
also good procedure to set up a defi- 
nite schedule not only for major goals, 
but also for the detailed steps in the 
long range programming effort itself. 
Such a schedule will be helpful in 
making the best use of the talents of 
other individuals we may need and 
will also highlight some very important 
factors we might otherwise overlook. 

It is also good procedure to set up 
an alternative plan to the one devel- 


oped just in case something goes 
wrong with the primary plan. In 
nearly every instance, after we have 
developed the sought-for program, 
there will remain a large number of 
very worthwhile new ideas or projects 
that have been sparked by the plan- 
ning. Assembling them into an al- 
ternative plan not only makes certain 
that they will not be lost to us but 
often develops profitable procedures 
for future use which otherwise might 
never have been developed. 


Forecast— 
(From page 21) 


fessional categories than are we, and 
that all their school students are learn- 
ing subjects that many of our students 
never get at all—there has been a 
sharp reaction against the emphasis on 
“human values,” on “adjustment,” on 
“living with the group,” that has 
eclipsed so many traditional values in 
the average school’s curriculum. 

But to a large degree the same ori- 
entation has taken place in our work 
surroundings that has taken place in 
our schools. For how many years have 
executives been advised that the best 
way to further their careers, the most 


valuable quality they could have, was 
the ability to get along well with peo 
ple? Perhaps in the era in which we 
have been living, that was true. But is 
it true for any and all eras? It’s a 
valuable quality, certainly, but is it 
necessarily more ' valuable than in 
genuity, drive, the determination—and 
the ability—to outpace the require 
ments of any given job, to make i 
more than just a job accomplished? 

In other words, is a smooth harmo 
nious group the most important goal 
to strive for in our offices, or a highly 
productive group? And is it possibk 
that the two qualities do not neces 
sarily go together—that the integrated 
group may be less efficient, less basic 
ally productive than the group which 
includes a few people whose chief ad- 
vantages are skill and energy rather 
than an easy-going nature? 

We suspect many offices, in the time 
of review ahead, will begin to find 
that workers considered not so welt 
adjusted as their fellows may have 
been thought so because they’re a little 
more competent, a little more conscé 
entious than the others—and so stand 
apart from them. Competence, con 
scientiousness, aren’t too bad qualities 


(To page 55) 
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MANUFACTURING COMPANY 
Framingham, Mass. 
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Say “Dennison” when you want the best in 
Addressing Labels + Mailing Labels » PRES-a-ply Labels 
Red Bordered Labels + File Folder Labels 

Mending Tape + Correction Stickers « Correction Tape 
Notarial Seals « Gummed Seals, Stars, Dots, 
Reinforcements, Index Tabs » Index Divider Sets 

Coin Mailing Cards + Paper Fasteners « Key Tags 
Inventory Cards « Metal Rim Tags + Shipping Tags 
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BULLISH ON COLUMBIA RIBBONS & CARBONS 


“On stock transactions no longer do we err, 
Because copies three and four no longer blurr,” said Low to High. 


“I’m high on Low,” said Last. “Ever since he teamed our business 


machines with Columbia Ribbons and Carbons!” 


# * 
RIBBONS & CARBONS 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., INC., 
GLEN COVE, NEW YORK + Trade-mark reg. U. 8. pat. off. 
JANUARY 1958 For More Information From Advertisers Use Readers’ Inquiry Coupon on Fage 80 AT 
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Shelves and custom cabinets serve to point up practical usage of wall recesses 


TPE oe 


Publishing firm adds a modern touch 
to its 50-year-old address 


TO MOVE or not to move—this is) 
a question facing management when) 
ever a decision is made to modernize) 
working quarters. : 
If, as in the case of The Butrccidy 
Co., Inc., the company elects to re! 
vamp its offices within a building i) 
has occupied for about 50 years, prob 
lems in achieving up-to-date office eff 
ciency in an old structure can prove 
overwhelming. Provisions for air con 
ditioning, acoustical control, modem 
layout and lighting—these are onl 
several areas which the planning e& 
pert must resolve if the new office i 
to bridge successfully the gap betweet 
past and present. 
te Such, however, was accomplished 
Immediate contrast between old building and modernized offices is provided by Butterick. The handsome new of 
at the entrance to Butterick; main reception room is connected to corridor _fices of this publisher of fashion books 
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Executive reception room uses glass partitions with draw 
draperies to separate it from secretaries’ offices. 


Simulation of daylight is achieved in interior reception 
area by luminous ceiling, enhanced by glass partitions 
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Bands of fluorescent light provide ample working illum- for maximum use of space, and assure required privacy, 
ination, while acoustically-treated movable partitions allow in the company’s comfortable “paperwork” department 
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Oversized conference area converts into two rooms by means of Modernfold 
door and four sectional tables which may be arranged in various patterns 


‘ 


White Formica-topped conference room tables, combined with bright orange molded chairs, permit a striking color contrast 


planned and designed by Designs For 


Business, Inc., suggests in its decor 4 


distinctively contemporary character, 


yet reflects the background of a firm 
which has been in operation almost 
half a century. Application of bright, 
modern colors is favored throughout. 
But traditional colors popular when 
the firm was founded, are recalled in 
the overall design pattern. 

Flexibility of arrangement and in 
tegration of related office units, even 
efficient use of triangular areas, wall 
recesses and other “irregular” struc 
tural elements, were incorporated into 
the new offices with a minimum oj 
difficulty and expense—and all within 
a one-year period. 

Today, with its long-established tra 
ditions and location intact, Butterick 
opens its doors at 161 Avenue of the 
Americas, New York, to reveal of. 
fices as modern as tomorrow. 
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(From p. 37) 


(Additional new product dis- 
plays appear on pages 34, 35, 
36 and 37.) 


V General purpose cleaner 

A new liquid cleaner called “Whiz 
OShine P.G.P. (Pink General Pur- 
pose)” has been developed by the 


firm’s Sanitary Maintenance Division 
for use on any surface not normally 
harmed by water. Furnished in con- 
centrated form, P.G.P. is diluted with 
water for use and cleans by chemical 
action. It is available in 55-, 30-, 5-, 
and 1-gallon sizes. R. M. Hollingshead 
Corp., Camden, N. |. (E-1) 


For further information, use 
Readers’ Inquiry Coupon on 
Page 80. 
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Vv Tape splicer 

This precision device for cutting and 
splicing %-inch magnetic recording 
tape measures 4¥, x 3% x 3% in., 


overall, and weighs less than a pound. 
Non-magnetic in construction, it per- 
forms its functions in two separate 
operations. Price is $29.95, postpaid. 
Alonge Products, Inc., 165 W. 23rd 
St., New York 11. (E-2) 


V Paper incinerator 

A new 15-bushel outdoor incinerator 
designed to handle the complete dis 
posal of waste paper, cartons, excel- 
sior, etc., for small organizations, has 
screen and draft control to guard 
against flying ash, sparks, or loose 
burning paper. According to the man- 
ufacturer, the outdoor incinerator can 
be used safely 10 feet from buildings. 
It is priced at $140. Alsto Co., 4007 
Detroit Ave., Cleveland. (E-3) 


V Refrigerator hot plate 

Specially-designed to fit into the office 
decor is this combination refrigerator 
and hot plate. Top of unit carries two 
hot plates, bottom is small refrigerator. 
Available in either mahogany, walnut, 
or blond finish. Rite-Way Kitchens 
Inc., 38-20 32nd St., Long Island City, 
N. Y. (E-4) 


V Whiteprini office copier 

The new P&H “Arrow” automat:: 
dry process whiteprint machine oper. 
ates at speeds up to 75 feet a minute 


(or 100 watts for each inch of light). 
A “unidirectional separater” provides 
positive and flexible automatic separa- 
tion. Size: 60 in. high, 50 in. wide, 
42 in. deep, plus rear delivery. Peck 
& Harvey Mfg. Corp., 5650 N. West- 
ern Ave., Chicago 45. (E-5) 
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A Billing desk 

The Cycle Billing Desk, with 3 tiers 
of filing trays, provides a high filing 
capacity to house both active and in- 
active accounts, and features a new 
console-design exterior and __ light- 
weight, anodized aluminum trays. 
Four-tray widths allow for division of 
units for even distribution of work- 
loads. Remington Rand Div., Sperry 
Rand Corp., 315 Fourth Ave., New 
York to. (F-1) 


V Desk set 
The “Park Avenue” desk set consists 
of a black ceramic base with a pocket 


on the underside to hold a box of 8 


cartridge refills. The base is equipped 
with felt to prevent scratching, and 
the pen holder is chrome-plated. Re- 
tail price, $4.95. Waterman Pen Co., 
Seymour, Conn. (F-2) 
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V Plastic caps 

Plastic caps to give color to exposed 
ends of “Peg-Board” fixtures are 
available in packages of 100 and may 
be obtained in black, red, turquoise, 


yellow and white, for either %- or %4- © 


in. fixtures. B. B. Butler Mfg. Co., 
Inc., Div. of Masonite Corp., 3150 


Randolph St., Bellwood, Ill. (F-3) 
. 


VY Microfilm reader 

For use with both roll and unitized 
film in 16 or 35 mm rolls, jackets 
or aperture cards, this new micro- 


film reader weighs 27 lbs., and stands 
about 24 in. high. The turret head 
revolves 360 degrees, and finger-tip 
controls traverse and center images for 
exact positioning. The Model “U” 
unit retails at $350, with other models 


priced from $245. 
Belmont, Mass. 


Documat, - Inc., 


(F-4) 


V Document imprinter 

For use only on the Recordak “Reliant 
Microfilmer,” the new Recordak “Fine! 
Line Printer” prints a line across the 


face or back of documents as_ they? 
be 


are run through a microfilmer. Auto-[ 
matic audits are possible by checking | 
predetermined numbers of _ items | 
against the automatic counter on Re-/ 
cordak microfilmers. It sells for $35. | 
Recordak Corp., 415 Madison Ave, | 
New York 17. (F-5) 


+ 


V Office chair 
The “Captain’s Chair” is available in | 
frost, blond, light and dark walnut, | 


mahogany or ebony finish. Overall | 
+ 


mares. HR 


measurements are 22 in. in width by | 
29¥, in. in height, and it features 4 ~ 
bentwood seat and understructure for | 
maximum strength. Seat area meas © 
ures 18 x 20 in. Shelby Williams Mfg. 
Inc., 2500 W. Ogden Ave., Chicago 8. 
(F-6) — 
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plus the 3 advantages 
of the low cost 
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EXCLUSIVE 
FILM MAGAZINE 


can fear MONEY : 
to YOU! 


“The three principles of “Procedural Microfilming® ~ 
= the Moving Document Principle, the oe 
Data Transmission Principle and Freezing a . 


PORTABILITY 


Changing Record — can bring savings in your p roceduraj 
_» daily business procedures when applied mi ~— 
_. -with the Flofilm 9600-—the only microfilm Cr Ofilming 
_ €amera designed for procedural microfilming! , 


_. For complete details of “Procedural Microfilming” 
and information on how firms such as yours 
Save money with microfilm, attach coupon 
to your letterhead and mail today! 


bs 


DIEBOLD, INC. Dept. 80 
Flofilm Division 


ee 


dth by is, _ Es oe Norwalk, Conn. 
my be ee Please send the following: 
ure for ¥ a = " (]) An Introduction to Microfilm 
meas: | = iN i A. 4 so 1 Manual of “Procedural Microfilming” 
. i ‘ . N ¢ oO R P °o R A : E D sa? Name Title 
(B.6) - Flofilm Division » Norwalk, Conn. es ae 
_ | Saales and Service Offices in Ail Principal Cities aA 


BA MR ee age 
can ee 


, City Zone State 
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You give your family the best of everything... 
all-day outings in the car, maybe a movie after, and 
then a soda to top it all off. There’s really nothing 
you wouldn’t do to make your family happy. 

And if you could help make them safe . . . safe 
against cancer, you’d do that too, wouldn’t you? 
And fast. Well, you can help. The American Cancer 
Society needs your dollars right now. It needs them 
for research, which is making important gains 
against the killer. For education, which gives every- 


How about treating your family to 
a better chance against cancer ? 


one life-saving facts about cancer. For service, which 
aids and comforts the stricken. 

Don’t skip the treats that make life pleasant for 
the family. But don’t skip the chance to strike back 
at a disease that threatens them. Match the cost of 
that next outing with a check to the American 
Cancer Society. That’s the most worth-while treat 
you could give! Send your check to “Cancer” in 

@ care of your local Post Office today. 
AMERICAN CANCER SOCIETY 
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Forecast— 
(From page 46) 


to have in any work situation, even if 
the person with the qualities isn’t the 
most popular worker on the staff. 

Again, this would not be any great 
discovery in itsel{—many offices have 
learned it already. Others have not, 
simply because they have accepted for 
so long shibboleths that have taken 
on the force of gospel, without ques 
tioning their validity or even their 
common sense. A time of 
a time for questions—questions that 
strike at every assumption, 
how long or how firmly it has been 
held. We believe that many of the 
most basic questions that will be asked 
in the months ahead will deal with 
personnel—their relationship to the 
office, the mutual responsibilities work- 
ers and their employer bear each other, 
the most desirable qualities to be 
sought in personnel by an employer. 

Again, we have had a long period 
~ during which offices vied with each 
other to outdo their attractions for 
workers. To a large degree this was 
sensible, even mandatory, in terms of 
the labor market. But granted that 
it was necessary, is it possible that it 
has been carried too far in many in- 
stances—carried to the point where it 
gained no additional advantages for 
the company, and held implict disad- 
vantages? 


review is 


no matter 


Amenities, not luxuries 


Insurance protection, good, pleasant 
working surroundings, fairness in deal- 
ing between employer and employee— 
all these every clerical worker expects 
these days, and every intelligent office 
will see to it that he gets them to 
the largest degree possible. But where 
shall the line be drawn between good, 
pleasant working conditions, and con- 
ditions that seem to bear more relation 
to a country club than to an establish- 
ment where work is expected and paid 
for? Are all the employee facilities 
that have been built into some recent 
offices really necessary? Do they actu- 
ally contradict their own purpose? 

Naturally, employees will like them 
—some employees, not all. But are 
those employees apt to begin—even 
subconsciously—to think of their com- 
pany as a great benevolent institution 
organized to give them a variety of 
Pleasant things, and in some vague 
Way earn enough money to pay for 
all the luxuries. If they are surround- 
ed by facilities which seem to any 
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observer basically rather extravagant, 
how concerned are they going to be 
with helping the company save money, 
or even with giving the company the 
amount of work they are being paid to 
do? 

No one can draw a hard and fast 
line. But human nature being what it 
is—and the time for questions to be 
asked having arisen—many offices may 
want to consider just where the line 
should fall between giving employees 
what they need and deserve, and over- 
whelming them with dubious luxuries. 

And in a 
general 


time of reassessment, a 
what many 
have considered for a long time to be 
too much attention to the trappings of 
a prosperous life, a greater 
emphasis on the office as a functional, 
if pleasant working place, and _ less 


reaction against 


way of 


emphasis on it as a lure for workers 
could logically be expected. 

What of automation, mechanization 
of the office? Here reactions to the 
new mood are apt to take two entirely 
divergent paths. Some companies will 
put off any changes in their present 
ways of doing things, since they will 
want to avoid the capital expenditure 
involved in new systems patterns. Oth- 
ers, equally cost-conscious, will prob- 
ably move toward mechanization even 
faster than they would have in terms 
of 1956 conditions because they believe 
that it will, after capital expenditures 
are amortized, save them money. One 
trend that probably will be noticeable 
will be emphasis on mechanization to 
achieve present results more cheaply, 
rather than automation programs de- 
signed to gain new information hither- 
to unavailable. 

Wise companies will certainly in- 
vestigate very carefully the second 
course, since every indication is that 
the downturn will be of short dura- 
tion. Thus, if it is followed by a major 
defense effort, it may set the stage for 
an even more acute clerical shortage 
than we have been faced with in the 
past. Moreover, if anything approach- 
ing a “crash” defense program evolves, 
new office equipment is going to be 
in short supply, and such a crash pro- 
gram is certainly a distinct possibility. 

The so-far unreleased Gaither Re- 
port on the state of the nation’s defense 
vis-a-vis Russia, if the reports leaking 
out are accurate, may shock the na- 
tion and Congress into insistence on 
a full emergency program. If that 
should happen, the office that has used 
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ACO HELPS KEEP 


i BOX empty 


Boy! The things that can happen in 
an office to make you swear!—Lost letters, 
mis-filed reports, mis-laid sheets, a file folder 
that spills its contents, papers blown about 
by drafts, knocked off desks, mis-handled or 
destroyed. 

Why pay penalties for such misfor- 
tunes? Do away with them! Start Accobind- : Be 
ing! That’s the binding-filing-safe-keeping - 
system that keeps all related papers together 2 
as long as you want them. 

Accobind Folders and Accopress 
Binders are available in sizes to fit all your 
filing needs — and they last for years. Ask & 
your stationer to tell you more! 


The Accopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
and economy. 
Ideal for Cata- 
log Covers. zi 


When transfer time 
comes just slip the 
bound papers from 
the Accobind Folder, 
insert a new Acco 
Fastener and the 
Folder is ready for 
another year’s filing. 


ACCOBIND folders “a 
ACCOPRESS binders 
PIN-PRONG binders 


(for marginal multiple punched forms) 
ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS 
A Divisionof NATSER Corporation 


Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 
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when planning new oftice 


Excellent functional features, layout, possibilities are 
enhancing the prestige of existing structures when it’s time 


for office modernization planning— 


Ms 
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New York’s 25-year-old Commerce Building will accommodate 
Sinclair’s modernized Eastern Marketing Division offices 


a + =a . a 


Don't overlook older office buildings 


space 


With the recent upsurge in construc- 
tion of office buildings, many firms 
feel they must move into brand new 
buildings to keep abreast of the times. 
Expert analysis, however, indicates that 
the older office building has much to 
offer to firms suffering from growing 
pains. Here are the reasons: 


WHEN the office administrator begins 
looking for new office space for his 
corporate headquarters, he shouldn't 
overlook the possibilities in existing 
buildings—even though those build- 
ings haven’t been built within the last 
few years. 

Office organizations are proving 
more and more that space in some of 
the existing buildings can be entirely 
functional and very economical when 
properly planned and laid out, and 
rehabilitated. Thus the life span of 
some of the more efficient buildings is 
being markedly prolonged _ because 
their construction features make _pos- 
sible a logical and practical interior 
layout. 

Large corporate tenants, becoming 
aware of the economy benefits which 
result from a truly functional layout 
for their individual office organizations, 
are thus shifting their sights from many 


of the gleaming new office structures | 


in order to take a much closer look at 
some of the office buildings of the 
vintage of 20 and 30 years ago. 
What will they see in office layout and 
rentals? 

In most cases they will see ex- 
cellent layout possibilities for fune- 
tional office organization. And, in the 
face of rental and conditioning costs— 
in the new building and the old— 
they will quickly recognize that well- 
planned modernization will not only 
give them a more economical office in 
terms of rent but also the kind of func- 
tional space that will best meet and 
satisfy their requirements. 

It has already been demonstrated 
that a well-planned floor within an 
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old, but efficient building will house 
more people with greater economy and 
comfort, and function better than many 
new structures which are laid out to 
the maximum areas of the building- 
zoned envelope. Functional space with- 
in many of the office buildings now 
being erected is being sacrificed due 
to the compulsion to build to a max- 
imum within the building-zoned en- 
velope boundaries in order to achieve 
the greatest number of rentable square 
feet possible within the finished struc- 
ture. Of necessity, this often creates an 
eccentrically shaped building which is 
not adaptable to functional office lay- 
outs for the tenants. 

Space today, in existing and new 
ofice buildings, averages from $5 to 
$10 per sq. ft. to rent, and from $5 to 
$15 to condition. Generally, good space 
in many of the existing office build- 
ings is obtainable by the square foot 
on the “low” side of these averages, 
so that the rental saving on a 100,000 
sq. ft. parcel, for example, for the cor- 
poration in an older building could be 
quite substantial. Moreover, many of 
the existing structures when compared 
with the office buildings now going up 
have a more functional symmetry. 
And these existing buildings lend 
themselves to the contemporary, mod- 
ular office layout planning concept be- 
cause of their desirable number of 
windows per bay, high ceilings, column 
spans, shaft space, building services, 
and floor construction. All of these are 
facilitating the installation of today’s 
underfloor ducts, hung ceilings, air 
conditioning, a flexible pattern of 
fluorescent lighting, as well as good 
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Old, efficiently-planned buildings often house more 
people more economically than newer structures 


functional layout of office furniture 
and equipment. 

An example of this realization is 
the announcement by the Sinclair Re- 
fining Company that it will move its 
rapidly expanding Eastern Marketing 
Division to new modernized quarters 
in the 25-year-old Commerce Building 
on Third Avenue at 44th Street in 
New York City. 

To do the layout and the modern- 
ization job on the 3rd through the 8th 
floors Sinclair has engaged the Ken- 
neth H. Ripnen Company, office lay- 
out planning and office building archi- 
tects. The Ripnen architects will pro- 
ceed with the same approach te func- 
tional, modular layout planning that 
they carried out for the oil corporation 
six years ago in the Sinclair Building 
at 600 Fifth Avenue. The Sinclair 
Building is headquarters for Sinclair 


Oil Corporation and for its market- 
ing and manufacturing subsidiary, Sin- 
clair Refining Company. 

The architects point out that the 
Commerce Building is one of the first 
in New York to have installed a cen- 
tral air conditioning system and it is 
one of those existing buildings that 
lend themselves to contemporary mod- 
ernization. Its shape and structural 
characteristics will allow for all the 
modern refinements and design so that 
a high degree of comfort and efficiency 
for this corporation organization. will 
result. From here, Sinclair’s Eastern 
Marketing Division will administer all 
of its sales offices in six states and 
Washington, D. C. 

The company’s decision to settle 
this division in New York City 
came about after a space study 

(To page 66) 
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wantedness 


of a publication is especially important 
in the BIG OFFICE MARKET because 
management executives concerned with 
office administration are hidden behind 
81 different titles! 


wantedness 


has enabled OFFICE MANAGEMENT 
to “select” the concentrated audience of 
executives, regardless of title, who con- 
trol this market—with a vital editorial 
service they WANT enough to PAY for. 


wantedness 


is your ONLY assurance of reaching the 
interested buyers of your product in the 
BIG OFFICE MARKET. Because 
OFFICE MANAGEMENT enjoys 
greatest “wantedness” in this field, it has 
achieved the . 
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MAY, 1957 26,000 
SEPT., 1957 ® 27,000* 


and guaranteed 


23s,000 


NET PAID 


AS OF JANUARY 1, 1958 
representing bstantial § circulati 
bonus for the first six months of 1958. 
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Should every job be made a little more difficult . .. 


(From page 55) 


its breathing spell to analyze its equip- 
ment needs in terms of a_ possible 
severe labor shortage in the future, and 
a long wait to replace equipment, will 
have gained a major advantage over 
its competitors. 

Office administrators seeking to low 


er costs will probably investigate much 
more caretully than they have in the 


past the potential savings they might 
achieve by using part time workers for 
peak loads, and holding a permanent 
staff just large enough to handle the 
ordinary day-by-day routine. Some 
offices, as described in “The Benefits of 
Batching”, Office Management, Octo- 


| ber, 1957, by batching the work, break 


ing it down into a simple sequence of 
steps, and describing each sequence in 


| detail before the job is begun, have 


had extremely good results with rela- 
tively untrained personnel on all types 
of jobs. 

These possibilities for change in the 
first half of 1958 are all predicated on 
a very minor business slowdown, a 
slowdown which. will more or less 
change the atmosphere in which the 
office works, rather than have a direct 
economic effect on the office. Every 
indication is that the slowdown will 


_ be only that, a period of caution rather 


than one of actual trouble, and that its 
duration will be strictly limited by the 
impact of government defense spend- 
ing. Although government appropria- 
tions will not actually start pumping 
money into the economy for some 
time, the expectation of government 


spending should lead business into 


_ renewed expenditures relatively soon. 


And in the long pull, the trend of 
the office and of white collar occupa- 
tions generally is still one of continu- 
ing expansion. The service and ad- 
ministrative occupations continue to 
grow, and there is no reversal of the 
trend in sight. None of the changes 
pointed out as possible or probable 
here are based on an eventual ceiling 
being foreseen on that expansion. 
Rather they might be anticipated as 
a reaction to trends, which, though 
healthy in themselves, have, perhaps, 
been carried too far in the past decade. 

The reaction, if it takes the form 
of tempering with judgment and good 
sense the’ more extreme manifestations 
of the trends offices have been follow- 
ing since the war, can be—and should 


be—valuable both to employers ani 
employees. The office is primarily 
place where work is to be accom: 
plished, and where the greatest huma 
satisfaction should arise from worl 
well and honestly done. 

That is not an impossible or to 
idealistic goal. A job well done ca 
be a great deal more permanently sat 


isfying than the most imposing em 
ployee recreation facilities ever created 

But in many of our offices, it wil 
require a reorientation of both map 
agement and employee attitudes 
create that pride of accomplishment 
Too many managements have depend 
ed on luxurious physical facilities a 
their claim to employee loyalty ané 
effort, without ever going to the troubk 
of trying to fit the employee to a jot! 
that would be just enough of a chal 
lenge (in terms of his individual abil 
ties) to be stimulating, and then mak) 
ing it clear to the employee that he 
is expected to make good in the job) 
Perhaps the wisest office in 1958 wil 
be the one that gives each worker ¢ 
job at the very top of his capacities 
gives him all the tools he needs te 
work with, and then makes it clear 
that it expects him to carry the job 
and build on it. 


| 


Pause can be healthy 


The very best employee loyalty, an} 
the very best results, in other words, 
might be built by making each job i} 
little more difficult, rather than always) 
a little bit easier, by making it clear 
that rewards and promotions go lt 
those who do their jobs best, ngt thos 
who have been there longest. — 

Within these limits, the pause for re 
flection could have very healthy effects 
Any questioning of values too long 
accepted is healthy. Moreover, to 
violent a swing of the pendulum + 
almost impossible in terms of the pres 
ent situation: the office which tried t 
return to the rigid disciplines, — the 
cluttered and uncomfortable condition’ 


of an earlier era would soon find itsel! 


entirely without workers. 


But some of the values of earliet) 


offices that have been in danger 0 
being lost altogether in the last few 
years could well be recalled: 

The fact that employers and employ: 
ees owe mutual and more or less equal 
responsibilities to each other, rather 
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... rather than easier? 


than one or the other bearing most of 
the responsibilities, 

The fact that perhaps the best sat- 
ished employees, and certainly the most 
effective employees, are those who find 
their jobs a constant stimulus, rather 
than those who find their job a rela- 
tively painless way to earn enough 
money to continue making time pay- 
ments, 

The fact that a group can be an 
effective working unit even if all its 
members do not invariably get on 
smoothly, 

The fact that employee loyalty and 
energy do not exist in direct ratio to 
the size of the employee lounges or 
recreation areas provided by the 
company. 

An office is not a club, nor is it 
primarily a social group. It is a group 
of people organized for production. 
Anything that those people need for 
more efficient production should be 
provided. An atmosphere, a manage- 
ment attitude in which they are en- 
couraged to work at their top capacity, 


and in which they are rewarded for | 


working at that capacity should be pro- 
vided. Everything else is peripheral to 
those main factors. 

If every office could return to those 
basic principles in the months ahead 
the pause—the break in what seemed 
so short a time ago an ever-increasing 
spiral of increasing profits, rising con- 
sumption, rising expenditures — could 
be invaluable, not only in terms of 
immediate realities, but also in terms 
of a firmer base for the continuing 
expansion of all office functions which 
lies ahead of us. 


Art of command— 
(From page 29) 


being drilled by a new and very ner- 
Yous second lieutenant. The exercise 
was taking place close to a cliff edge, 
irom which there was a drop of sev- 
eral hundred feet into the sea. The 
Young lieutenant had made a series of 
ttrors which resulted in his becom- 
ing tongue-tied just as the squad was 
marching in quick time _ straight 
towards the cliff edge. As the leading 
'roops stepped towards the edge, the 
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With hardwood skis, he knows he can 
take the jumps and turns. With hard- 
wood in your letterhead, you know 
youll put your best foot forward. 
And Hammermill has unlocked the 
secret of using hardwood to make fine 
paper even finer than was possible 
with softwood alone. 

Neutracel®, Hammermill’s exclusive 
hardwood pulp, blends with other pulps 
to give your letters greater bulk for a 
more important snap and feel. Neutracel 
knits all the fibers together more closely, 
smooths out the tiny “hills and valleys” 
that you find on the surface of most 
papers. And Neutracel’s hardwood 
fibers reduce annoying “show-through” 
that makes letters hard to read... 
helps your letters fold more neatly... 


heightens typing and printing contrast. 
There's better erasability, too, to make 
your secretary happy. It’s the best 
Hammermill Bond ever. 
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sergeant looked back at the speechless 
officer and cried—“Well please say 
something, sir, even if it is only good- 
bye!” Surely this was an example of a 
lack of adequate preparation for the 
giving of instructions! 


Unity of command essential 


One of the well-known principles 
of organization is identified by the 
term, Unity of Command. It has 
been stated that this principle is so 
simple as to be axiomatic, namely that 
on any given matter only one set of in- 
structions should be issued to any 
group of employees. Many crises in 
professional football team manage- 
ment, for example, would be avoided 
if this principle were not violated. 
Instructions on any well-defined task 
or job of work from more than one 


No one 
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boss’ secrets 


..+ because I destroy our company’s confi- 
dential papers with my portable Bantam-10 
SHREDMASTER. Destroying confiden- 
tial papers and obsolete records used to be 
quite a problem. Now it is no trouble at 
all—I simply feed them into my Bantam- 
10 and out come unreadable shreds, ready 
for the trash can. 

Your company, too, can have the same 
protection as thousands of other security- 
minded businesses, government agencies 
and banks enjoy with the SHRED- 
MASTER Bantam-10, the only paper 
shredding machine designed for office use. 
FREE 10-DAY TRIAL— New illustrated folder 
describes unique Bantam-10, gives full 
details about Free 10-Day Trial. 

Write today for Circular 42 
Room 1120,9 East 40th St., New York 16, N. Y. 
The SHREDMASTER Corporation 
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source will almost invariably divide 
loyalty and make obedience extremely 
difficult. In addition, the multiplicity 
of instructions will be mutually con- 
tradictory and the subordinate staff 
will be compelled to compromise or 
make a choice of what to do. 


It is often desirable to codify and 
consolidate instructions in the form 
of procedure manuals. When this is 
done, care should be taken to keep to 
the absolute minimum the overlap- 
ping of material between sections of 
the manual. Some overlapping is 
usually unavoidable but where it has 
to take place, provision must be made 
for cross-referencing between the like 
subjects. 


Regular reviews suggested 


All instructions, in whatever form 
they are issued, should be reviewed at 
frequent intervals, and not less than 
once each year. Nothing can discredit 
instructions more than the retention 
in their midst of 


(a) obsolete or obsolescent orders 

(b) orders superseded or contra- 
dicted by subsequent instructions 

(c) orders which are difficult to 
locate. 


Circumstances may and do change 
with time, the emphases alter, and 
certain practices prove with experience 
to be unwieldy or inadequately ex- 
plained. Only regular and systematic 
review will insure that working in- 
structions are necessary, purposeful 
and up-to-date. 


Instructions need specialist’s care 


Certain large organizations have 
found that the art of effective com- 
mand, that is, the preparation and is- 
sue of effective instructions, requires 
a specialist’s attention. To achieve 
this, a full-time Instructions Unit is 
set up to act as both a filter, an edit- 
ing group and a control on all written 
instructions issued within the enter- 
prise. 

One final quotation may serve as a 
suitable conclusion. The source is Von 
Spohn, from whom the first quotation 
was also drawn: 

“Command is in fact an art... 

with regards to the content of an 

instruction . the wording 
must be so precise that the 
meaning shall be free from all 
doubt, and shall stand out so 
clearly and sharply defined, as 
to make any misunderstanding 


Computer— 
(From page 31) 


firm was able to develop valid statistics 
from the 650 within a matter of weeks 
after installation serves to indicate a 
success story with potentially impor. 
tant lessons. 


Plans three years in the making 


Actual preparations for the elec 
tronic addition go back a full three 
years before the final installation oj 
the computer. Since electronics in gen- 
eral was attracting enough interest to 
rate a top management decision, the 
assignment was undertaken by Wil 
liam Herbert Carr, vice-president in 
charge of finance. Responsible for} 
putting the new program into opera 
tion was W. T. McGillivray, Calpak’s) 
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controller, who was already thorough- 

ly familiar with the company’s ex- 

tensive use of conventional punched 
istics. card accounting equipment. 
veeks Carr, McGillivray and L. E. Sham- 
ate a blen, tabulating division manager, 
npor made a preliminary examination of all 
material then on hand and available 
through discussion with representa- 


ng ; : 
tives of electronic data processing 
elec’ equipment manufacturers. Right at 
thret| the outset it became apparent that the 
mM Ol secret of success for electronic data 


8" processing lay in highly  special- 
ized programming which must, neces- 


? the sarily, be preceded by intensive systems 

Wil: analysis. That is, before any job can 
nt MM be turned over to a computer, its im- 
fort 


portance must be evaluated, priorities 
peta assigned, channels of information an- 
pak’ alyzed and, finally, many hours of 
study must be devoted to the planning 
of actual directions for the computer. 
You This, in turn, led to an initial de- 
cision which has contributed heavily 
Cali to successful computer application at 
Calpak—a_ separate Electronic Data 
ne Processing and Research Group was 
' established. This section is charged 
with equipment research, applications 
research and programming. Actual 
operation of the 650 remained a func- 
tter§ tion of the Tabulating Division. Basis 
) for the decision was a realization that 
' management of a punched card instal- 
| lation with a rental well into five 
) figures per month was a full-time job. 
» It was clear that Mr. Shamblen could 
ig, not handle a_ rapidly expanding 
ons punched card operation on a part-time 
FAB basis; nor could he do full justice to the 
| Necessary research and development 
rotishe program if he had only part time to 
» withos, devote to it. 
—s _This clear-cut, early-in-the-game de- 
with lineation of authority proved a major 
ding contribution to close future teamwork. 


] Company man appointed head 


Another important contribution in 
é this direction was the selection of the 
RAGE | man to head the new EDP section. Mr. 
NT McGillivray was determined to stay 
gives | Within the company at this point. His 
oice | ‘easoning: the field was so new and 
applications knowledge so limited that 
10 he was better off with someone who 
knew the canning business and was 
for pent) Willing to learn electronics than with 
an electronics technician with no back- 
for th) ground in Calpak’s problems. Tapped 
red ') for this job was F. H. Bergtholdt. 
Calpak invested heavily in Berg- 
tholdt’s education for this job. He at- 
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for an office Copy machine 
...the all-automatic 
DRI-STAT ‘200’ 


Here’s the photocopyer you've been 
waiting for. Low in cost, high in effi- 
ciency, the new DRI-STAT ‘200’ is the 
first truly automatic office copy 
machine priced under $350. 


Look at these wonderful features: 


e Easy to operate; anyone can make 
perfect copies after a few minutes’ 
instruction. 


e Copies any original—opaque, trans- 
lucent, transparent—up to 9” wide 


in any length. 

e Will copy anything; if you can see it, 
the DRI-STAT ‘200’ can copy it. 

e@ Makes copies in normal room light; 
no hoods or subdued light necessary. 


e Handsome stainless steel-aluminum 
construction; no plastic parts. 


AUTO-FEED, an exclusive, automatic 
paper feed is optional. Dri-Stat ‘200’ 
with Auto-Feed is $245. Also available 
is the Dri-Stat ‘400’ which copies 
materials up to 14” wide. 


PREE...............0...605 


Ask for this informative, un- 
biased fact-folder, “Office 
Copy Machines and How to 
Choose the One to Suit Your 
Needs.” 


DRI-STAT DIVISION 
Peerless Photo Products, Inc. OM.-! 
8 Shoreham, N. Y. 


(0 Please send me your FREE folder, ‘Office 
Copy Machines and How to Choose the 
One to Suit Your Needs.” 


(0 I'd like to see a FREE Demonstration. 


Name Title 


STAT 


PEERLESS — 
Sr Street 


City. Zone State 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


COFFIELD 
EVERLASTING 


A opist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 


+ Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Ald 

¢ All Parts Are Movable and Re-usable 
* Solves Your Chart Problem Forever 


Write for Free 16 Page Illustrated Brochure 
with Price Schedule No. OM-1. 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 


SPACE SAVING 


Just 1 Visi-Shelf Filing Unit files the 
equivalent of 2 standard filing cabi- 
nets—-in half the floor space! 


TIME SAVING 


Filing is faster and easier with Visi- 
Shelf‘s exclusive “Facile Guide Pull!” 


COST SAVING 


Visi-Shelf units file more at lowest cost! 


FREE! 
Write Dept. 52 
for Catalog 
today! 


VISI-SHELF FILE INC. 


tended special indoctrination courses 
at M.LT., at the University of Cal- 
ifornia, and at IBM’s EDP schools. 
Then, he had to build a staff of com- 
puter programmers. 

It was at this turn that Calpak’s 
advance planning really paid off. Even 
three years later, experienced program- 
mers were just not to be found. By 
starting early, Calpak gave itself a 
chance to train its own staff, getting 
a jump on the problems before the 
actual work, as it began in quantity, 
could snow under an insufficient staff. 
Thanks to this foresight, Calpak was 
in the enviable position of having an 
adequate programming staff on hand 
a full year before its computer was 
installed. Actual selection of applicants 
and the training of programming per- 
sonnel began about two years before 
the delivery of equipment. 


Programming course set up 

Here too, Calpak made its move in 
a manner which offered the greatest 
returns in employee morale and in 
ternal cooperation. Most of the pro- 
grammers on Calpak’s staff today 
came out of a group of 24 Finance 
and = Accounting Department 
ployees who were given a course which 


em- 


S 


Visi-Shelf Filing Units are available 
from 7 to 10 openings High — With 
or Without Doors — Correspondence 
and Legal Sizes. 


~~ 225 BROADWAY 
NEW YORK 7, N. Y. 
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ie ie 


| ployees for screening for the program. 


| 


comprised 24 hours of instruction in 
programming. Bergtholdt’s _ assistant, 
J. H. Herrett, developed this course— 
which ran two hours a day for 1 
days—around a hypothetical compute: 
on which the “students” were asked 
to solve practical problems. At thi 
early date, the course was selected a 
the most satisfactory method to de 
termine who could and who could 
grasp programming _ problems 
The “course” also helped — establish 
those who liked programming work 
and those who did not. (Since then, 
IBM has developed a comprehensive 
series of aptitude tests for prospective 
computer personnel. These tests are 
now used by Calpak in screening po 
tential programmers. ) 


hot 


The results of the final examination 
ol this with the 
opinions which the instructors ha 
formed of the individuals, indicatei 
that 15 of the original 24 student 
would make excellent programmer 
Of this group of 15, two indicated 
that they did not like the work. The 
remaining 13 were given a short in 
doctrination course in the principles 
of punched-card processing and a 30 
hour programming course for the 650. 
Eight members of Calpak’s current 
programming | staff from. this 
group. 


course, combined 


came 
In selecting the original 24 em 


ming positions, care was taken to set 
that this group represented as broaé 
a base of company experience as pos 
sible. Seven of the original 24 had 
less than six years’ experience at Cal 
pak, eight of the group had from si 
to 10 years, while the remaining nine 
had been with the firm from to to 23 
years. 


Supervisory aid enlisted 


Prior to the establishment of a pro 
gramming section, a major education 
effort was carried on among supe! 
visory level employees throughout thi 
company. 

A computer group is no more tha’ 
an internal service organization, Ca 
pak officials feel. To complete its mis 
sions, it requires the full cooperatio! 
of department heads who control th 
information and operations — wit 
which the computer people need 
work. Calpak believed that the bes 
way to secure this was to make th 
supervisors part of a large manage 
ment team. 


Almost two and a half years befor 
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in} the computer was installed, Bergtholdt that no one currently working for the , Contemporary style has 
tant) arranged for a series of special indoc- company would be released as a result been achieved in Trend 
'se—[ trination lectures for supervisory em- of the installation of the computer. without sacrifice of com- 
r 12h ployees by Dr. Stanley Gill of Cam- The stage was now set for the com- fort. Thickly padded with 
Pe = pe <p England, = was eggh be rena as an ee friend in foam rubber...fiber glass 
S x in this country ; ime. : al ¢ ‘ F 
ec) teaching this ry at the tim the editorial contents of the company bone onthe eudeeieaien. 
thif Some 95 department heads were publication. It even got a nickname, 
d a® shown at this early date how a com “Big Bertha.” The nickname, Cal- 
* 5 . . 
) de® puter would serve as a tool to help _ pak’s electronics people believe, is an 
oulif in the management of their operations important part of the program. It 
lems§ without infringing on their judgment serves to head off impromptu—and 
iblishf or authority. less friendly—monikers like “The 
work— Since these indoctrinations directly Monster.” executive 
then§ preceded the launching of research on Finally, when the computer was in ‘ 
‘nsive§ computer applications—in which pro- and working, a speaker system was swivel 
ectivee grammers and department heads had installed which, with the pressing of chairs 
s arto work together—a pattern was clear- a button, automatically delivers a and 
g pop ly formed: most key personnel were seven-minute tape recorded narration . 
actually looking forward to the arrival — describing the computer and its op a ; 
vations of the computer. erations. executive 
. ee eee ee Calpak officials were sure to allow guest 
had : : enough time so that two full weeks hair 
..£ The last year-and-a-half or so before 7 ' ae o 
scael ‘ 7 could be spent ushering employees on k 
the installation date was a period of I er TM 
: bed t the tour through the electronic facility ow 
uden xtive, nuts-and bolts preparations. Cal- ; :; : bk ws oe aS = 
men ’ ‘ : ‘ before it was formally opened to the y ind 
“P pak worked in close cooperation with public eB Chai 
icatete tension officials of the University of as . The Sturgis Posture Chair 
— ? In other words, Calpak people at Company, Sturgis, Mich- 
* “S California to develop a 16-week, one- iy tail aay ty SE pany, gis, - 
rt inp. ; every level were taken into the family ten Siblaaie teehee tt 7: 
. , pevening-a-week course in  program- Rie ; <smse 99 ; igan. Address inquiri a 
rciplep | hich th 5 lled confidence where “Big Bertha” was a: ‘tees tae 3 
a 30 oe Se Se ey ee concerned. This policy has paid off in i - 
key employees from several depart- ’ Sales Offices, 154 East ete 
a ; : an extremely smooth and happy co- a 
BPments which were to be involved with eubiimnass Erie St., Chicago 11, Ill. bi Soe 
ae computer applications. At the machine on ig 
1. this . . - ye 
accounting operating level, Shamblen | + : 
“aptitude tested” and selected key | Ee VISIBLE sift" 
+ M$ operators from his punched card group | ® . 
rgram} ind launched their education in the Preventive Maintenance Record Systems 
to sBhandling of the 650. Several of these | 
broad ' 
hae men also went to IBM school. “ Mu 
- 4 | General employee indoctrination, 
4 2P vith a major computer, must begin | ; 
at Cal several auth bas its install ra @ ONCE A WEEK Lock-in chain signals, with 
om sip a 4 windows, each a different color, show the 
aia t takes at least a solid half year to | week inspection is to be made. With both 
8 prepare a building physically for a | month and week signalled, you avoid miss- 
aaa g (physically | ; ; 8 ne 
» 10 “Pcomputer like Calpak’s model. Some | ing a inspections or those re- 
200 square feet of office space had | tee ame ene 
‘0 be cleared for the construction of | ONCE A MONTH Progressive signals, al- 
le Baie led | ways visible, show the inspection schedule. 
- rconditioned, humidity-controlled | Colors designate type of work to be done. 
aol computer facility, to be set behind When work is completed and entered on 
cATONAE slass partitions for general observa- | record card, signal is advanced to month 
ie ton. This ‘building program in itself | next inspection is due. 
cB. i 
out ™P created a valuable source of company Acme hinged pockets and the two cards on : 
pride at every communications level. | one Ranges Seamus, is ident for tellomep ae 
h : y : mn control. Each machine and motor is listed on aoe 
wor | individual card placed in the back of ¢ 
Cif Employee support cultivated an individual card placed in the back o e 
mn, Ca F : pocket—in facing pocket a “History of Re- : 
its misp ‘rom the employee standpoint, pairs,” with signals always visible, indicate ps 
peratio there are two key moves which helped next inspection or lubrication date—“Spare e 
trol thepSure successful introduction of the Part ih Stock” record —_* hung on the Tet 
with Omputer: same hanger as “History of Repairs” card. 
| / m4 : . as Saieieniiaae - 
need t ) A special announcement was VISIBLE ACME VISIBLE RECORDS, INC. CROZET, VIRGINIA 
he besBmade to employees before any general saa see menial ieabinaatiies a 
. era on eventive Maintenance. 
ake the release was made to the press or trade RECORDS. INC. oO end us more information and literature rev co i] 
manage p"™gazines. CROZET, VIRGINIA ne: ees ie | 
2) At this time, management made District Offices and Representatives ENO 25054540 Baa Sek? : “ 
" befor a formal commitment to employees in Principal Cities eee ; : Zone WS cates 
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IN THE OFFICE 


UTOMATION 


Development of new “input” machine, 


electronic printer is announced 


A NEW BUSINESS machine to serve 
as input for computer systems, tape- 
to-card punch machines, transceivers 
and electronically-actuated _ printers, 
listers and calculators has been devel- 
oped by the Cummins-Chicago Corp. 

Termed the “Perf-O-Reader,” the 
machine reads legible perforated num- 
bers and translates them into any form 
of “machine language.” It will handle 
inventory tickets, installment payment 
coupons, insurance premium advices, 
case work tickets and other routine 
coded documents. 

From an electronics standpoint, the 
company reports, perforations are eas- 
ier to read than printed, written or 
magnetic characters. For this reason, 
Cummins-Chicago continues, __ the 


equipment costs less and brings the 
economies of automation within the 
reach of even modest-sized operations. 
Since perforated characters permit vis- 
ual as well as mechanical reading of 
coded information, the need for a 
separate operation of interpreting each 
source document is eliminated. 
Designed for a broad flexibility of 
operation, the Perf-O-Reader can be 
adjusted for documents of different 
sizes and thicknesses. A master con- 
trol panel permits programmings of 
as many digits as desired. “Irregular” 
information can be keyed in by pro- 
gramming the machine to stop at any 
desired point in the reading. The 
operator then inserts the information 
by means of the Perf-O-Reader key- 


board. Invalid perforations and double 
feeds automatically stop the machine 
before reading to preclude error. 
Accurate reading is assured, the 
company states, because sprocket holes, 
perforated simultaneously with _ the 


coding perforations, guide the docu-| 


ment to the reading head. The ma- 
chine does not depend upon exact 
placement of characters or exact di- 
mensions of documents. Since the 
edge of the paper does not govern 
registration, most 
documents can be read accurately and 
without special treatment. 

The Perf-O-Reader provides sim- 
plified check-out of machine function 
by means of a small oscilloscope. A 
rotary switch selects each circuit to be 


roughly-handled | 


Stromberg-Carlson’s new electronic printer receives data direct from computer or from magnetic tape 
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monitored. Feeding a test stack of 
perforated documents into the machine 
provides a visual inspection of wave 
F forms on the scope. 

Individual circuit boards are similar 
to building blocks. By placing them 
together in different patterns, any spe- 
cific application may be set up. This 
feature also facilitates rapid servicing 
with minimum downtime. 


Storage space is provided for space 
circuit units for rapid replacement. 


Bank of America installs computer 

The first section of a giant elec- 
tronic data processing system, described 
as “the first in history designed to 
solve a specific banking problem,” has 
been shipped to a branch office of The 
Bank of America at San Jose, Calif., 
by General Electric Company’s Com- 
puter Department. 

The 2600-pound shipment, which 
contained the central processor which 
Stores information and handles arith- 
metic operations, represents the first 
part completed in a series of electronic 
systems which the bank will use to 
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MENT 


Operator uses “Perf-O-Reader” 


handle its checking account bookkeep- 
ing processing. When installed, the 
entire system will occupy about 2000 
square feet of floor space. The section 
delivered will be tested while awaiting 
the remainder of the initial system. 

The department’s general manager, 
H. R. Oldfield, Jr., said the multi- 
million dollar Bank of America order 
represents “perhaps the largest single 
commercial order ever placed in our 
industry.” 

The system, Mr. Oldfield explained, 
will handle the bank’s checking ac- 
count bookkeeping more accurately 
and quickly than present methods. 
One unique advantage, he continued, 
will be its ability to read and process 
information directly from original 
business documents, such as checks, by 
use of magnetic ink. 

The bank will pre-print customer 
account numbers on checks with this 
ink. When a check is turned over to 
the bank, the dollar amount will be 
printed on it with the same type of 
ink. From this point on, the data 
processor will handle all mathematics 
involved in determining whether there 


to translate perforated numbers into machine language 


are sufficient funds, what the new 
balance is, and in issuing statements. 


Hospital data electronically recorded 


An audience composed of more than 
100 businessmen and government and 
municipal officials recently witnessed 
the first public demonstration of the 
first Datamatic 1000, a new $214 mil- 
lion computer system developed by 
Datamatic Corp., Newton Highlands, 
Mass. 

Said to be the first system designed 
exclusively for business use, the Data- 
matic about 5000 square 
feet and has been shipped to Detroit, 
where it will be installed at the Mich- 
igan Hospital Service. Its primary 
duties at the nation’s second largest 
Blue Cross-Blue Shield service will be 
to keep tabs on the personal statistics 
of 3,500,000 residents, processing an 
average of 25,000 record changes each 
day in less than two hours. Seven 
other orders have been placed and 
will be shipped during 1958. 


occupies 


During the demonstration, the sys- 
tem completed a full day’s samplings 
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FOR All NOISY 
OFFICE MACHINES 


Kill Noise—Don't Kill Yourself 


Terrific tension and disease come from business machine noise .. . 
heart attacks, ulcers, hypertension, etc. 


Escape with SOF' TONE Acoustinets. They blanket out the harmful 
ingredients of noise, make your office a pleasant place to work. 


© 1958 ——, Results guaranteed—Or You Do Not Pay! 


CO. } 525 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 


of business problems. According to 
Walter W. Finke, Datamatic’s pres- 
ident, it is the first computer system 
with the ability to locate, use and re- 
turn information to magnetic tape 
files as fast as its high-speed internal 
section can accept and process it. 

He cited also some of the system’s 
vital statistics. It can “read” and 
“write” simultaneously at a rate of 
60,000 digits a second, at the same 
time handling 4000 additions, 1000 
multiplications or 5000 comparisons. 
Its central brain can search through 
the equivalent of 7500 punched cards 
a second, or 4,000,000 punched cards 
in less than ten minutes. Each reel of 
its magnetic tape (three inches wide, 
31 channels of information) can hold 
data equal to that found on 465,000 
punched cards. A full system, incor- 
porating 100 magnetic tape units, can 
absorb 46,500,000 punched cards worth 
of information. 


OFFICE 
SPACE 


Write for details. Give machines, makes, models you use and measurements. 


Answers, or reports, he continued, 
are turned out at a rate of goo printed 
lines a minute. 


New printer shown 


Another demonstration of a business 
system, this one for the new Strom- 
berg-Carlson Model 5000 high-speed 
electronic printer, was held last month 
at the New York Coliseum before a 
gathering of press representatives and 
leaders in the computer industry. 

The product is an “electronic mar- 
riage” of the Charactron Shaped 
Seam tube of Stromberg-Carlson, and 
The Haloid Company’s Xerox Copyflo 
printer. The result, both companies 
report, is a “device which will greatly 
accelerate the electronic processing and 
printing of computer data.” 

The SC 5000 is capable of printing 
the output of electronic computers at 
4680 lines (or about 65 feet) each 


REQUIREMENT 
SELECTION 
ANALYSIS 
‘NEGOTIATION 


JULIEN J. STUDLEY 


inc. 


" REAL ESTATE LEASING 


342 MADISON AVENUE . OXFORD 7-77886 
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minute. Harold P. Field, manager oi 
Stromberg-Carlson’s San Diego plant, 
said it can be used in both the on-line 
method of receiving electronic data 


direct from the computer, and the off-/ 


line method of receiving data from 
magnetic tape. 

It will include such commercial data 
processing applications as preparation 
of bank statements, billings, insurance 
notices, manufacturing control reports, 
missile and aircraft engine data re 
duction and address labels. 

In the S-C 5000, electrical impulses 
from the computer are translated into 
a display of numbers, letters and sym 
bols by means of the Charactron tube. 
Inside this tube, which is similar to 
a television picture tube, an_ electron 
“gun” shoots its beam through tiny 
shaped openings which form the beam 
into characters. 

In the xerographic process, these 
characters are projected by an optical 
system onto the charged surface of a 
selenium-coated drum which is sensi: 
tive to light. The latent images thus 
produced are developed by cascading 
a pigmented powder over the surface 
of the drum and then printed on con 
tinuous rolls of paper. The Xerox 
printer is a modification of a standard 
Haloid product, the Copyflo Model 1. 

A seven-inch Charactron tube which 
can display 1,000,000 characters a 
minute is used in the new equipment. 
It reproduces 64 characters—the letters 
of the alphabet, ten numbers and 28 
symbols of the user’s choice. 


Office space— 
(From page 57) 


was conducted in Philadelphia, New 
Jersey and Westchester. Their survey 
revealed that mid-Manhattan best met 
its Eastern Division’s needs for trans- 
portation, communications, personnel 
procurement, banking, customer ser\- 
ice and related service facilities. 
When finished, these new offices 
should compare favorably with the 
best of New York corporate quarters 
in all essential respects because the 
well-planned building has adequate 
structural column spans, ceiling heights 
for air conditioning and 10-foot wil 
dow modules. In the present floor con- 
struction, there is ample room for the 
installation of under-floor ducts. The 
floor plans are such that circulation 
patterns for office traffic are large 
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: | proper disposition of departmental 
-line 


space for work flow and functional. re 
lationships. 

With this division’s offices com- 
pleted, the Ripnen architects will go 
back into the Oil Company’s head- 
quarter offices in the Sinclair Building 
to alter that space vacated by the 
Eastern Division move, for use by 
other Sinclair departments. 


Functional file— 
(From page 27) 


down and sort them into thirty or 
even fifty folders! Besides, there are 
too many chances of misfiling, as some 
of these “functions” are sure to over- 
lap. The result will be a lot of effort 
expended for nothing. 

That gives you an idea of the 
wrong kinds of functional files, even 
if it mentions only three of the worst. 
How then does a company construct 
a good functional file—one in which 
forms can be readily found, one that 
makes consolidations an easy task, one 
that is a pleasure to work in, not a 
dusty monster to be dreaded? 


Components of a workable file 


First, it must be based on carefully 
thought out principles. It cannot be 
simple, or it will turn out to be simply 
awful. It must, by its very nature, be 
complex. But that shouldn’t be an in- 
surmountable barrier, for its success 
lies in its complexity. Once the system 
has been mastered, you’re in business 
to stay. It is often said that “nothing 
good comes easily.” This holds true in 
a functional file. How in the world 
can anyone claim to have a simple 
method of filing forms by function, 
when the number of different forms 
in a company often runs well up into 
the thousands? Obviously, it has to be 
complicated—yet with a method to it 
that makes it easy to operate. 

Such a file is the one I am going 
to describe. It should be divided into 
Subjects (What the form is all about), 
Operations (What happens in the 
form, or what it is subject to), and 
Functions (the essential job performed 
by the form). We believe, as do many 
in the field, that eighteen functions 
can cover all the uses arising in busi- 
ness forms. As to the number of Sub- 
jects and Operations—that varies with 
the size of the company and its opera- 
tions. For instance, in ours, we have 
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over 200 subjects and some eighty 
operations for our eighteen functions. 
These 200 subjects have sub-subjects | y—~_..-° 


for purposes of classification. In all, 


our 15,000 forms are broken down into 
SAFE TRAVEL 


1,000 functional file folders. If this 
Sudlt-Tu POCKET 


sounds unwieldy, it is far from the | 

case. Its utility is actually enhanced | 

by the great number of folders simply | : 

because the folders for the most part, 

are slim, containing an average of only 

fifteen forms apiece. And this refine- carries 1.D.P. Tape 
ment of classification greatly lessens 
the chance of a form being in the 
wrong functional category. 


as part of your Be 
-LITHOSTRIP 
oo LITHOSET 
The “Subjects” into which torms POCKET FORM 
are classified are divided among office | : 
and plant routine procedures. The 
terminology is common to most in 
the business world and includes such 
categories as “Accounts Payable”, 
“Work-In-Process”, 
“Profit and Loss”, “Materials and 
Supplies”, “Utilities” and so on. 


Smart? You bet! Simple? Take a look! Per- 
fect transportation keeps your important 
1.D.P. tape safe and permanently identi- 
fied in the “mother form” unit. 

PREVENT lost, mis-filed or damaged tapes. 
SAVE costly filing and finding time. 
We'll make the pocket fit 1.D.P. TAPE or 
PUNCHED CARDS .. . on the back of any 
copy in your Continuous or Unit Form sets. 
FREE POCKET FORM SAMPLES ON REQUEST. 


“Production”, 


A logical approach would be to run 
through all your forms, quickly as- 
signing “Subjects” to each of them. 
Then go through them a second time, 
more carefully, filling in the “Opera- 
tion” and “Function”. After you have 
labeled them all, you begin to build 


We engineer many types of office 
forms. CONSULT US. 


500 BITTNER ST 


ST. LOUIS 15. MO 


SPACEFINDERS PAY FOR THEMSELVES — 
SAVE TIME 


Clerks file faster with Space- 
finders, save initial cost yearly. 
These proven savings result 
from unmatched visibility and 
accessibility. 


SAVE SPACE 


Each Spacefinder gives you 204 
visible, accessible, filing inches 
—holds a stack of papers 17 
feet high! 


SAVE MONEY 


Handsome Spacefinders cost 
less because fewer units do the 
job. You save rent, filing more 
in less space. 


DOA BETTER JOB 


Because Spacefinders provide 
the speed, convenience and 
economy of shelf files with 
dust, dirt, fire protection of 
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your file. Please note we said after, not 
before. It is futile, as we pointed out 
previously, to set up files and then 
try to fit the forms into those cate- 
gories. The sensible way is the “back- 
wards” one. 

Once the files have been built you 
prepare a “spread-sheet” or list of 
functional file classifications. This en- 
ables you to tell, in a few moments, 
how many, and what kind, of files you 
have. Also, if you care to, you can 
keep a running record of the number 
of forms in each category so that you 
will know the areas which are in 
greatest need of consolidation work. 


Regular removal of dead wood needed 


Unfortunately, merely building the 
file is not enough. It must be kept up 
to date. This requires constant filing 
of new or revised forms and declaring 
old ones obsolete. If the functional 
file is to be truly workable, it must 
contain only up-to-date versions of 
forms and no “dead wood”. The file 
should be policed periodically to re- 
move forms which are obviously no 
longer in use. This is time-consuming, 
but only in this way can you weed 
out dead forms—other than those turn- 


ing up in the normal course of re- 
visions. Unless, of course, you can edu- 
cate people to tell you when they are 
no longer using a form, whether or 
not it has been superseded by another. 


Above all, never bypass this file— 
no matter how rushed you are. Al- 
ways find time to check your form 
requests against the proper categories. 
Eliminations and consolidations do not 
arrive by themselves. They require 
work. With a good functional file 
you've got all you need to tackle the 
problem. It is your foundation for a 
successful program. 


Suburban bank— 
(From page 24) 


helping hand to his neighbors he can 
uplift, as would a preacher; through 
diligence he can teach the proper or- 
ganization and handling of money 
matters. So really, although he may 
mot receive as much in return as the 
pure businessman, he does 
more than the preacher.” 


receive 


And now, 13 years later, mornings 
at 8:30 (or considerably earlier) will 


find him working at his desk at 286 
Washington Street—probably on an 
addition to his impressive list of 
“firsts,” from which the bank has 
gained notoriety as a pioneer, as befits | 
both the historical background of 

Newton and the farsightedness of the | 
president himself. 

This list, apart from pointing up | 
Mr. Perry’s qualifications to head a | 
bank he had expected to know only | 
as a depositor, has helped to strength. | 
en its claim—as one of its promotion | 
folders proclaims—that “no depositor 
has ever lost a dollar in this bank or 
ever been in jeopardy of any loss.” 
Indirectly, of course, the innovations 
have tended to indicate strongly that 
the smaller institution need not exist 
as a carbon copy of big city power- 
houses, that the small-town bank in- 
deed may exert its own individuality 
without cause for alarm among clients. 


Newton Savings offers firsts 


“Newton Savings,” Mr. Perry re- 
lates with a justifiably proud gleam in 
his soft, brown eyes, “is, as far as we 
can learn, the first savings bank in 
the country, and probably even now 
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SENTRY® 
Safe -and-Cabinet 


Exclusive! Genuine mahog- 
any, walnut or blond cabinet 
conceals safe, makes a hand- 
some table, eet? stand, 
TV base. Cab: “2 

x 20”. Safe, rake oe x 12” 
x 13” (2340 cu. in.) 260 lbs. 


Safe and Cabinet $119% 
Safe Only $ 


Slightly higher in West 


JOHN D. BRUSH & CO., Inc. 


558 West Prine Rochester 11, N. Y. 


Sell for 35% to 50% LESS 
than comparable labeled 


or unlabeled safes 


All new SENTRY floor 
safes carry the U.L. one 
hour 1700° F. fire test and 
2000° F. explosion hazard 
test label—and feature Ver- 
miculite insulation, all- 
welded construction, built- 
in 3-number combination 
lock, bank vault type lock 
bar, baked enamel finish, 
yet they sell for 35% to 
50% less than any other 
comparable safes. 

Why risk losing money 
and valuable records when 
a SENTRY costs so little! 
Write for free booklet, we 
Big Reasons Why 
Need A SENTRY Safe” te 
name of nearest dealer. 


SENTRYS®$ 95 
START AT 44 


Can be Subdivided 
96 Compartments! 


MODEL 


Welded steel cabinet 
for the orderly and vis 


small parts. Baked-o 
hammer _ finish, 


rubber feet. 
ORDERLY STORAGE for 


nuts, drills, tools 


plies, artists’ supplies. 


in drawer front. 
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guaranteed clear plastic drawers 


individual drawer 
guides. Sent completely set-up... 
with index cards, removable length- 
wise and crosswise drawer dividers, 


stamps, labels, clips, pins, bolts, 
buttons, thread, films, photo sup- 


Safety catch ends accidental spill- 
ing, identity card drops into slot 
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New 32-page catalog with 16 illustrated pages of efficient 
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mead DEALER FOR 
OPEN SHELF FILING 


GUIDES and FOLDERS 


s of this type Of 
ead’s Custom 
out an in- 


i t 

e can discuss 
oor Retention. ton 
Engineering gg nncianens ze 
telligent answer ° * 
you may have. 


AVAILABLE from STOCK 


a 


SINGLE OR DOUBLE FACED METAL TABS — 
FIVE SIZES—STRAIGHT OR ANGLE. INSERT- 
| ABLE CELLULOID TABS ALSO AVAILABLE. 


HALF HEIGHT GUIDES 


VARIOUS TYPES AND STYLES OF 
LOCKING HOOKS ARE AVAILABLE. 


\ THE BEST OUT GUIDE 
FOR OPEN SHELF 
oe FILING ° ° 


& 


-.. Smead’s open 
. ‘shelf vertical 
& file guides are made of the finest gray 
 pressboard. Metal tabs are precision 

' designed to eliminate rough and 
_sharp edges. 


i 
we CEPOL 


ww en - 
\ sTRAIGHT 
oR A 
\GHT- 
| 2/yr rounens 

\ ganet-®* \ Smead makes 
\ : . America’s most 
\ — complete line of file folders 
\ and index guides. 


HASTINGS, MINNESOTA + LOGAN, OHIO 
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For More Information From Advertisers Use 


Bring your 
typists 
A Happy 
New Year 


—ALL YEAR! 


Superb quality, specially suited textures. Ideally balanced, 
convenient shapes. Split second, cleanest erasing—typists’ pride 
and joy—and time savings that keep down your overhead. These 
Weldon Roberts Erasers are stenos’ World’s Quality Standard. 


ORDER TODAY FROM YOUR STATIONER 
Write us for informative leaflet on ERASERS AND THEIR USES 


No. 3900 TRI-PLY WHISK. The original 
3-ply eraser. The soft, inner gray 
ply erases single letters or a whole 
line on originals; the red outer 
layer smoothly erases the paper, 
cleanly erases carbon copies. Whisk 
brush attached. 


= 


No. 399 TRI-PLY. 
Same as No. 3900 but without whisk. 


. 9000 SUEDE WHISK. Makes quick, 
clean erasures on every kind of 
paper. Its soft texture and octa- 
gonal shape contribute to the 
popularity of this attractive gray 
typewriter eraser. 


No. 900 SUEDE. 
Same as No, 9000 but without whisk. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


pee 


W orld’s 
Foremost 
Eraser 
Specialists 
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A Office copier 

The new Copycat 500 measures 51) 
feet wide and 4’ 8” high and combines 
perforated film and transparent mas- 
ters with dyeline printing in opera 
tion. Up to 1000 copies an hour, 
according to the setting of a calibrated 
dial, may be made from a transiucent 
master. The Copycat Corp., 41 Union 
Square West, New York. (G-1) 


New 
for the office 


(From p. 52) 


V Office collator 

Electrically-operated, this collator is 
available in models with capacities 
ranging from 8 to 32 sheets. The new 


line, the company reports, cuts collat- 
ing time by 4o per cent, and working 
area formerly required for collating 
procedures by as much as go per cent. 
Thomas Collators, Inc., 50 Church St. 
New York. (G-2) 
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Vv Expanding file 

This new addition to the firm’s line 
of expanding products is available 
in 2-tone grey with an embossed 


leatherette finish. The file features 
a flap, elastic cord and 21 pockets, ac- 
commodating note-, letter- or legal- 
size papers. Smead Mfg. Co., 309 2nd 
St., Hastings, Minn. (G-3) 


V Mobile distributing case 

This distributing case, 15 in. wide at 
the top and 14 in. wide at the bottom, 
may be divided into as many various 


size spaces as the user desires. It is 
steered by 2 5-inch diameter ball bear- 
ing, front swivel wheels; and both 
rear and front wheels are made of 
ruberrex, suitable for use on linoleum, 
tile, hardwood and cement floors. Can- 
Pro Corp., Fond du Lac, Wis. 
(G-4) 


A Office laminator 

The “Ply-On” — laminator 
either or both sides of business papers, 
drawings, or cards with thin, pliable 
sheets of transparent plastic film. 
The machine measures 10% x 15 
in., and operates on normal electric 
Push-button controlled, _ it 
produces a page in less than 10 


encases 


current. 


seconds for about 5 cents. American 

Photocopy Equipment Co., 1920 W. 

Peterson Ave., Chicago 26, Iil. 
(6-5) 


V Service cart 

Measuring 36 x 24 x 32 in., this serv- 
ice cart moves on 5-in. casters. Front 
casters are set back from the leading 


edges of the lower tray, protecting 
them from damage. Pan-type trays 
are 3 in. deep, and the finish is green 
baked on-enamel. Lyon Metal Prod- 
ucts, Inc., Aurora, Ill. (G-6) 


For further information, use 
Readers’ Inquiry Coupon on 
page 80. 
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A Spirit addressing machine 

New hand-operated spirit addressing 
machine employs special plastic frames 
into which master labels, prepared on 
a typewriter, are inserted. Label sheets 
are backed with spirit carbon, and each 
master will give from 80 to 250 repro- 
ductions. Plastic frames are re-usa- 
able. It sells for $175, plus Federal ex- 
cise tax. Imported from Germany by 
Du Prints, Inc., 1502 South Main St., 
Los Angeles. (H-1) 


V Multilith cleaning blade 

The “Perma-Blade” clean-up blade for 
1250 Multiliths is precision-machined 
from a new synthetic material, shaped 


to conform closely to the cylinder. It 
will last a minimum of from 3 to 5 
years under average operating condi- 


tions, the manufacturer states. Litho 
Research, Inc., 2417 Second Ave., 
Seattle 1, Wash. (H-2) 


V Microphone 

Styled in two-toned beige and brown, 
this “Stenorette” microphone/ speaker 
features a single “flick-of thethumb” 


JANUARY 1958 


control for all tunctions—start, stop, 
dictate, review and erase. It may be 
used as a conference “mike” by resting 
it on a desk or table. DeJur-Amsco 
Corp., Business Equipment Div., 45- 
ot Northern Blvd., Long Island City 
i mF (H-3) 


V Office recorder /transcriber 

Designed primarily for larger installa 
tions involving many Gray telephone 
handsets and, as required, multiple 


fOxe Wy 


GRAY PHONAUDOGARDy 


a ~ 


recorders, the new Model 3M of the 
Gray Phonaudograph features new 
end-of-disc safeguard to insure 
sufficient recording time and new cir- 
cuitry to permit dictation from exist- 
ing dial telephones. The Gray Mfg. 
Co., 16 Arbor St., Hartford 1, Conn. 
(H-4) 


V 10-key adding machine 

“Duplex” 10-key adding machine in 
the firm’s V series (111V21) features 
two “registers.” One can be used for 


sit % pry : 


group totals, while the second auto- 
matically accumulates to a grand 
total. Symbols printed on the tape 


identify the register action of all opera- 
Monroe Calculating Machine 


tions. 


Co., Inc., Orange, N. ]. (H-5) 


V Combination bottle cooler 

A combination bottle cooler that can 
dispense either cold drinking water or 
185-degree hot water for making 
instant tea, coffee, or soup, availabie 
now at $55. Model can use either a 
3- or 5-gallon water bottle, is made 
of heavy-welded steel with grey ham- 
mertone enamel finish. Division R, 
Sunroc Corp., Glen Riddle, Path-6) 


V Portable electric heater 

Newly designed electric portable heat- 
er offered in 6 decorator colors ap- 
plies principles of baseboard heating, 
has thermostat control, built-in safety 
switch which cuts off current if heater 


is tipped over. The unit costs $39.95. 


Ave. 


(H-7) 


Heatmore, Inc., 59 
Brooklyn, N. Y. 


Throop 
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OFFICE WORKERS’ Do 
COST PER HOUR GOES 


WORKERS’ HOURLY 
N_ PRODUCTION GOES 


_——————— 


TIFFANY 


OFFICE MACHINE 
STAND 


INCREASE — 
EFFICIENCY 
4 WAYS— 


d Less operator 
fatigue. 


Fewer accidents— 
no tripping, scratches, 
snagged hose; no 
machines toppled over. 

3) Portability. Easily moved 
wherever needed. 

i) The right machine in the 
right place, without clutter- 
ing desks. 


With 2 drop 
™ leaves—Model 
~ §002. 


2] 
7 Also, 3544’" high 
F 4 for stand-up work. 


Model 5000 typifies superior features of a 
Tiffany Stand. Heavy, ali-steel. Adjustable open 
top... escape-hatch for noise; large drop leaf; 
iron castings cover retractable casters, anchor 
stand in place when in use. 

Sold through better dealers. For further data, write Dept. OM 


TIFFANY STAND CO. 


7350 FORSYTH 


ST. LOUIS 5, MO 


Fennies 

a Your 
FOR RECORD STORAGE 
with LIBERTY BOXES 


4 


Keep inactive records safe, clean and 
neat with Liberty Storage Boxes. You'll 
find them sturdily built...and so eco- 
nomical. The cost of a Liberty Box over 
fa ten-year period figures out at just 
pennies asyear! Write today for free 
catalog—find, out how Liberty Boxes 
can help youlower record storage costs. 
Sold by stationers and office equipment 
_ dealers from cogst to coast. 


BANKERS BOX CO. dept. om. 
2607 North 25th Avenve + Franklin Park, Illinois 


Ad 


Suburban bank— 
(From page 68) 


the only one, to send a communication 
to every depositor.” This communica- 
tion, usually a four-to-six-page folder 
which opens on a “President’s Page,” 
enumerates operational statistics and 
brings up to date changes in the execu- 
tive staff and financial growth of the 
institution. This folder, “Mutual In- 
terest,” has been mailed at least twice 
a year since 1949. 

Newton Savings, its president con- 
tinues, was the first bank in the coun- 
try to compile and publish a “Speed 
of Amortization” chart for mortgage 
computation, now in popular usage 
throughout the United States. This 
card, about the size of an ordinary 
desk blotter, indicates the life of a 
mortgage, total interest charges to 
maturity and amortization percent- 
ages. As a ready reference in calculat- 
ing mortgage liabilities outstanding on 
an annual basis, the card has proved 
a boon to persons who wish to keep 
tabs on how much has been paid out 
and, more importantly, how much is 
left. 

Another first was introduction of a 
“Storette Envelope System,” by which 
non-negotiable U. S. Savings Bonds 
may be deposited in quiet seclusion, 
unhampered by excessive storage costs, 
cramped quarters and the ever-prying 
eyes of bank checker-uppers. The 
large brown storette envelope is sealed 
by its owner, with its exact contents 
unknown to the bank—save for a writ- 
ten agreement that it contains “nothing 
except non-negotiable War Bonds.” In 
effect, then, the envelopes become safe 
deposit “boxes,” and examiners need 
not devote the time to check them 
piecemeal, as would be necessary if 
their contents were deposited, for ex- 
ample, in an actual safe-keeping or 
trust account. 

Likewise, Newton offered the first 
pocket-size “envo-checks” — an amaz- 
ingly-handy Bank-Personal money 
order. This device consists of an en- 
velope, to Which are attached a blank 
check drawn on Newton Savings and 
register and customer copies inter- 
leaved with carbon. The depositor 
writes his check, detaches it from the 
envo-check packet and mails it to the 
payee. The register’s copy is returned 
to the bank, and the final copy is re- 
tained by the payer for his records. 
This procedure not only saves the pay- 
er at least one trip to his bank but 
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adds a measure of strength to his 
money order, since an official check 
drawn on a sound bank is about as 
safe as a nugget in the vaults of Fort 
Knox. 

Thrift, Mr. Perry will remind in 
slight New England accents, is the 
cornerstone of Newton Savings. A 
savings bank should not serve as tem- 
porary repository for funds, awaiting 
their withdrawal until the first sign 
of a break in an investment market 
rears its seductive head. In other 
words, speculation and savings do not 
make good bedfellows. (For a similar 
reason, he doubts that the bank’s in- 
terest rate will be upped from_ its 
present 3 per cent level in the near 
future.) But, he'll admit, the desire 
to save strictly for the sake of thrift, 
as opposed to the lure of get-rich-quick 
schemes, must be instilled in a person 
at an early age. Besides, the young 
nickels-and-dimes lad of today, if prop- 
erly trained, well may sprout into the 
hefty depositor of tomorrow. 


School savings program initiated 


To encourage the thrift bug to 
nourish on young blood, Newton Sav- 
ings initiated a school savings plan 
by which college hopefuls may match 
their savings to an equivalent loan 
when that far-off registration date 
arrives. A ceiling of $500 is main- 
tained; but if any young depositor has 
that amount, or less, to his credit to 
subsidize his schooling, he may bor- 
row a similar sum. To date, Mr. 
Perry acknowledges rather wistfully, 
no potential student has taken advan- 
tage of the plan—indicative, perhaps, 
of the monetary habits of the crew-cut 
brigade. 

“Most young persons would prefer 
to have someone else pay for their 
education,” he surmises. 

But the plan has stimulated another 
Newton Savings school program—the 
school savings system, conducted by 
the bank in all of Newton’s 26 ele- 
mentary and three junior high schools. 
An employee visits each of these schools 
on appropriate “Bank Days,” collects 
the wrinkled—and probably fudge- 
smeared — account envelopes of the 
pupils and, later, a Burroughs Sensi 
matic Accounting machine parcels the 
amounts out to correct accounts. Al- 
together, 10,055 “kiddie-capitalists” (as 
the Newton Graphic described them) 
are enrolled in the plan. Minimum 
deposit is five cents, but the weekly 
average is $1.52. Deposits under the 
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Put tincy in your 
mail operation! This 
double-deck pol- 

-ished aluminum mail 
cart by Chesley lets 
your mail depart- 
ment categorize in- 
coming mail for 
quick, error-free de- 
livery. Lower basket 
for out-going mail. 
Both baskets are re- 
eee. Sek 


a vai 
Write for free brochure — or, better still — order today! 
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MODEL LS-2 {Legal Size) 26/2” L x 19” W x 2912” H 
(File Folders Not Included) 
Shipping Weight — 33 Ibs. $45.00 F.O.B. DETROIT 


CHESLEY INDUSTRIES 


Write Dept. 1, 7731 LYNOUN STREET 
DETROIT 38, MICHIGAN 


Protect your copies of 
OFFICE MANAGE- 
MENT with these modern 
Vulcan Binders! Each 
binder holds six monthly 
issues and the annual 
YEARBOOK issue of 
OFFICE MANAGE. 
MENT. Binders are made 
of heavy-weight board 
and are covered with dark 
blue, drill quality, imi- 
tation leather stamped in 
gold foil as illustrated. 
Backbone panel gives 
space for labeling volume 
and year. Individual 
wires hold each issue 
securely, make insertion 
easy. 


Single Binders $3.00 Postpaid 
Two (2) Binders $5.50 Postpaid 


Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
212 Fifth Avenue New York 10, New York 
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Today's offices demand top efficiency. 
That's why more and more offices use 
Eureka Duplisnaps for multiple mail- 
ings. After all, a typist, a typewriter 
and Duplisnaps give you a complete 
addressing department — at low cost. 
Handle the carbon-interleaved Duplis- 
nap set once, slip it in a typewriter, 
type the addresses, snap the sets apart, 
and the job is done. You have up to 
six sets of neat, clear, perfectly aligned, 
strongly gummed addressed labels. 


To learn more about Duplisnaps and 
how they can help you—write for your 
free copy of “Speed Your Mailings.” 


® Reg. T.M.—U.S. & Canada 


EUREKA SPECIALTY PRINTING co. 
524 Electric St.- Scranton,Pa. | 
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plan now total $434,652. Just how 
George W. Arbuckle, manager of the 
accounting department, handles occa- 
sional deposits of candy and greeting 
cards, however, must, for purposes of 
high financial policy, remain secret. 

As an added feature of the project, 
youngsters are offered the opportunity, 
through rotation of duties by the 
schools, to apply their skills as help- 
mates in collecting and servicing the 
funds in classrooms. 

When, about ten years ago, a branch 
office was opened in Wellesley, one 
wall was segregated for use as an art 
display, featuring the works of a local 
art group. Mr. Perry thinks so well 
of this combination of the art of the 
painter and the engravings of the 
mintmaster that his own building 
houses two colorful landscapes directly 
opposite the tellers’ cages and various 
other prints throughout. 


Periscope aids communication 


Among the more captivating inno- 
vations which Mr. Perry’s administra- 
tion has fostered is development of the 
Periscope, a necessary installation, the 
president says, when the bank re- 
quired more space to accommodate its 
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increase in business. This instrument 
is attached to a wall of the main office 
and connects the first and second 
stories by means of a tubular device 
clothed in wood paneling. Two small 
boxes, one on each floor, contain an 
eye-level plate on which figures may 
be transferred or read. Account cards, 
for example, may be placed adjacent 
to the plate on the first floor and, 
following several scientific convolu- 
tions, reflected for processing in the 
accounting department directly above. 
The flash of a light bulb beckons the 
attention of clerks when the device is 
about to be used. The elements of 
technicolor photography were added, 
and figures in specific columns on ac- 
count cards are printed in black, red 
or green, signifying the type of entry 
contained in the columns. 

Mr. Perry, who devised the Peri- 
scope in cooperation with Robert E. 
Hopkins, director of the Institute of 
Optics, University of Rochester, ex- 
plains that it originally was termed 
the “Perry-scope” — until it worked. 
And work it does, permitting a liaison 
to exist between the related procedures 
of both floors which otherwise might 
have proved difficult (or expensive) to 
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Out Tray, for the finest in 


obtain. Another sidelight he inaugu-) is! 
rated was the placing of an oblong.’ fa 
shaped mirror above the switchboard, in 
Since, from the operator’s seat, this tu 
mirror reflects Mr. Perry’s office at the ck 
far end of the large banking area, she sti 
can tell at a glance whether he is. fo 
available. nm 

The bank was also the first in 7 th 
state to maintain five (it now has six) ad 
offices. And, of particular interest to| —9¢ 
employees, the first bank of any type ha 
in its locality to install complete air) = W 
conditioning and piped-in music. 

Indeed, “the world do move,” ref 
cites Mr. Perry, as he questions 
whether even many large banks can to 
excel the list of trail-blazing achieve- th 
ments of which an “old Yankee bank,” ot 
still in the same geographical spot sti 
where it started about 129 years ago, la 
can boast. €a 

If the Periscope reminds some of a} th 
submarine accoutrement, the head: | ba 
quarters building, with its three tur) = ™ 
rets spiraling like mastheads, evokes ye 
in others a vision of the type of sail- Ww: 
ing ship which bounced into Plymouth of 
harbor when the Massachusetts colony C 
was one of the doors to a New World. th 
Situated on its own triangular-shaped 

DISTINGUISHED DESK ACCESSORIES 
FOR THE MODERN OFFICE 
Solid Walnut Modern In & 


Dictation of 


@ LETTERS — MEMOS 
@ REPORTS — ETC. & 
@ RECORDING OF INTER- 
VIEWS, ETC. 
WITH POWER FROM THE STOR- 
AGE BATTERY IN CAR, TRUCK, 
TRAILER, BOAT, ETC. 


col ® 


shown list price 
"SENIOR" o8e || se 
Model £912 with 
35-50 WATTS i, 

j " " desk clock at- 
pe RY VOLT SUPREME tached list price 
CONVERTS BAT- FOR 12 VOLT BATTERIES ONLY $24.59. 
ad ; eet 200 WATTS CAPACITY 

10 ' Mounted any place in the car. 
60 CYCLE A. C. The Remote Control in easy 


reach under the dash. See ii- 
° . lustration. 
List $21.95 a ate and more pe ne 
‘ . " a salesmen are using dictating an 
on Mogren oe Just plug into cigar recording equipment in their 
9 Models of Trav-Electric Converters pont a Fagin ay Fn 
available, from 10 to 200 watts, for ee 


. : it possible—(and operates "10!" 
jE ae adh gh pn thag electric other pieces of electrical equip- 


ment.) List $99.95 | 
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and price list. 


COMPANY 


1071 RAYMOND AVENUE Midway 6-2514 ST. PAUL 14, MINNESOTA 


Desk Accessories, Beauti- 
ful hand rubbed finish, 
available in two (2) sizes. 
Mode! 2905-R regular letter 
size 15° x JI" list price 


$24.50 


Model 2905-L legal size 
17" x II" list price $29.50. 


Smart new design 
in desk sets, Push- 
in pens for that 
uncluttered look, 
solid walnut hand 
rubbed finish. 

Model 2912 size 
8i/."" x Ti," as 


A beautiful desk pen set with the 
world famous ''Thinker'’ statuette, 
a real pleaser for the Art lover, 
solid walnut hand rubbed finish. 


Model <9! size 13’ x HI" x 12" 
list price $60.00. 


THE CARVING STUDIO 


Division of CUSTOM TROPHY COMPANY 
5017 West Exposition Bivd., Los Angeles 16, California 
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island surrounded by three thorough- 
fares, the massive two-story grey build- 
ing was built at the turn of the cen- 
tury and retains much of the ancient 
charm which buildings of that era 


still convey. Inside and out, except 
for modernized work processing tech- 
niques, the construction rings with 
the authenticity of a happier day, and 
adds as well a note of solidity to its 
occupant. The building is, and always 
has been shared with the Newton- 
Waltham Bank and Trust Company. 


Newton Savings expands 


Newton Savings originally opened 
for business in 1829 as an adjunct to 
the Newton Temperance Society, one 
of the earliest of such groups in the 
state, and was incorporated two years 
later. (It is in recognition of the bank’s 
early ties, Mr. Perry smilingly reflects, 
that he abstains from liquor and to- 
bacco.) In mid-1957, a merger be- 
tween Mr. Perry's bank and the 61- 
year-old Newton Centre Savings Bank 
was effected. The former headquarters 
of Newton Centre became the Newton 
Center office of Newton Savings. And 
thereby hangs a tale. 

According to Mr. Perry, clients of 


the former Newton Centre enterprise 
were not against the merger, but 
several reacted violently to the pro- 
posed change in the spelling of “Cen- 
tre.” One long-time depositor even 
threatened to withdraw his funds it 
Newton Savings decided to designate 
its new branch office as Newton Center. 
Progress won the day, however, and 
the letters “re” were transposed, leav- 
ing proper Newtonians minus one 
landmark but providing them with 
enlarged banking facilities for three 
communities under a single banner. 
As a result of the merger, the bank 
now ranks tenth among Massachu- 
setts savings banks, eleventh if life 
insurance departments, which savings 
banks in the Northeast are allowed by 
law to maintain, are excluded. 

The familiar home office building 
itself, however, may succumb to the 
march of progress within the next few 
years. Its growth already has _neces- 
sitated the grouping of the mortgage, 
personal loan and life insurance de 
partments in separate quarters across 
the street. What Mr. Perry hopes for 
is a move to a new one-story building 
where all departments can be consoli- 


What will be the 


dated on one level. 


fate of the Periscope, unfortunately, 
has not as yet been worked out. 

Two site possibilities are now in 
mind, Mr. Perry reports, and the bank 
has an option on a one and one-half 
acre plot in Newton Center. Banker 
that he is, he hasn't publicized the 
exact location of the land available, 
since the “value would probably go 
up.” But Mr. Perry has faced similar 
plant-location problems in the past and 
met with success from utilization in 
full of one simple business formula: 
Use trust, use discretion in business 
dealings. 

Through this trust, Newton Savings 
on an earlier branch-office-location 
safari acquired the choicest site in 
town simply through Mr. Perry’s 
awareness that his own motives were 
just, that the opinions of his vis-a-vis 
were entitled to his own respect—and 
his development of a “community 
spirit” theme during negotiations. At 
another time, trust again predomi- 
nated, and the bank leased the second 
best site in the vicinity. (His adver- 
sary retained title to the best.) 

Mr. Perry admits his adversary 
might easily have been “fleeced” on 
one occasion, but suggests that this is 
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e sharpen pencils at desk—fast—no 


more sharpener searches 


@ saves much more in time and effici- 
ency than actual cost in brief period 
@ a low-cost quality item that helps 
desk workers feel more important 


Send for free comprehensive report on sharp- 
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speeds efficiency—ups morale 
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Swifty, thrifty 
numbering 
machine 


Handles most every of- 
fice numbering job 
quickly, inexpensively. 
Automatic — consecu- 
tive, duplicate, repeat; 
6-wheel capacity. 
Sturdy frame, easy ac- 
\ tion, smooth operation. 
\ Prefixed letter wheel 
when desired without 
.. extra cost. 


Nine stock com- 
binations, all at 
one low price! 


& CO., Incorporated 
216 Nichols Ave. — 
Brooklyn 8, N.Y. 


Sales Offices: NEW YORK « CHICAGO « SAN FRANCISCO « MONTREAL 
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These control sheets give an accurate, readily 
accessible, and economical record of em- 
loyee's annual vacation, sick leave, paid 
iolidays, and other records requiring tabula- 
tion by calendar days. Over 150,000 sold this 
year. 


1958 VACATION AND SICK LEAVE CALEN- 
DAR SHEETS 


= som eee 4 300 sheets ..... $12.00 
sheets 400 sheets ..... $14.00 
200 sheets 777773302 500 sheets .....$15.00 
Additional sheets over and above 500... 
Inc each 
Minimum order 25 sheets—F.O.B. 
Columbia, Missouri 


Postage Prepaid if check or money order 
accompanies order. 


AMERICAN PRESS 
200C South Seventh, Columbia, Mo. 


Smith’s 
OPNWINDO 


Steel Guides 


Hundreds of uses—expand or adapt your 
present system—create an entirely new 
system. In I" and 2" widths, colored or 
clear windows. Packed 25 to box with 
labels in strips for easy typing. Also 
alphabetic labels. Printed to order. 


PROJECTING SIGNALS 


- In 44" to 2" widths. Choice 
of 12 plain colors or 
printed alphabetically, by 


bo ss 

‘a —— 

: states, months, numbers or 
Sa mM to fit special needs. 
“VISE-LIKE GRIP"-Jaws of hard tem- 
pered steel hold fast to pressboard, 


card, bond, even acetate. 


See your office supply dealer 
or write direct 


CHARLES C. SMITH, INC. 


For more than 60 years, a complete line 
of time-saving signals and indexes 


not a New Englander’s, or a banker’s, 
way of doing business. 

The banker’s legacy—to meet peo- 
ple, join organizations, interest him- 
self in civic affairs and acquaint him- 
self with the needs of his fellows—is 
adhered to with a Puritan strictness 
by Mr. Perry. Apart from his three 
terms as representative to the state 
legislature, he has been president of 
the Savings and Mortgage Division of 
the American Bankers Association, 
treasurer of Boston University, head 
of the YMCA for Massachusetts and 
Rhode Island and Grand Master of 
Masons for Massachusetts. The latter 
is the oldest Masonic jurisdiction in the 
country and third oldest in the world. 


Employee activity encouraged 


Characterized by that type of infec- 
tious good humor, combined with 
sound reasoning, which accrues only 
to the person who has been a partici- 
pant as well as observer in life, Mr. 
Perry encourages his employees to 
follow his own example. 

“I like to see them go out and meet 
life,” he explains. “We urge them to 
undertake educational courses which 
will increase their knowledge of their 
life’s work. We urge them to attend 
professional and civic meetings — in 
other words, to become association- 
minded.” 

How well this formula works is 
attested to by the spirit and coopera- 
tion evinced among his associates. He 
credits this atmosphere to the quality 
of his fellow officers and their com- 
bined interest in the individual em- 
ployee. Those liberal fringe benefits, 
including an “involuntary” coffee 
break which “opens in the early morn- 
ing and closes in the late afternoon,” 
also help, he concedes. 

His personnel policies (personnel di- 
rectors will please note) are as simple 
as effective. 

“A personnel department should get 
to know its people, not just hire and 
forget them. Of course, ours is a 
small one, handling 85 employees, but 
we do keep in mind all the important 
details—birthdays, anniversaries, addi- 
tions to the family and that sort of 
thing. 

“Officers should encourage the em- 
ployee to do his best at all times and 
indicate, through their own actions, 
the type of workmanship and coopera- 
tion they want. 

“Never let yourself believe that you 
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have a misfit working for you. There’s 
no such person. If an employee doesn’t 
appear to do well at one job, shift 
him around and find him another— 
and another, if necessary. Pretty soon 
you'll find he’s found his niche in the 
company. Some of our best men came 
to us as misfits. 

“Give your department heads full 
responsibility to run their own units, 

“Don’t narrow your employees to 
their own duties, with no chance to 
let them examine the mysteries of other 
departments. This way, they get to 
see the workings of your entire opera- 
tion. If they happen to leave your 
company for another (and some of 
ours have, too), at least they'll have 
sound practical experience to go on. 

“And, above all, give everybody 
more work than any normal person 
could possibly handle.” 


Financial accounts prompt 


Newton Savings’ financial records— 
which even the state’s examiners 
couldn’t quite grasp at first acquaint- 
ance—prove the validity of Mr. Perry’s 
employer-employee approach. 


The bank’s entire mortgage port- 
folio has grown from $7 million to $53 
million during Mr. Perry’s tenure in 
office. His own mortgage department, 
which services about $35 million in 
mortgages, shows that not one of its 
accounts is more than three months 
overdue. Moreover, no personal loan, 
divided into four categories and total- 
ing almost $340,000, is more than one 
week overdue. At the moment, only 
two loans are in arrears, one for three, 


the other for five days. 


“The examiners came back a second 
time,” Mr. Perry states. “They prob- 
ably thought that their eyes were play- 
ing tricks on them. But they weren't! 

“We do have one of the best collec- 
tion records around, I’m sure. We go 
out of our way to help the potential 
borrower decide on the type and 
amount of loan he needs, and depend 
upon personal contact, usually the 
phone, to maintain public relations. 

“Anyway, we check their loan appli- 
cations pretty carefully in the first 
place.” 


When his schedule is not interrupt- 
ed by such crises as the recent lower- 
ing of the Federal discount rate, Mr. 
Perry allots his time to provide 4 
somewhat equal billing to current 
bank policy and future planning. Dur 
ing his term at Boston University, this 
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institution initiated its changeover 
from manual to machine accounting. 
So, already familiar with the tremen- 
dous increase in popularity of inte- 
grated and/or electronic data process- 
ing, Mr. Perry is applying serious 
thought to his own bank’s introduc- 
tion to automation. 


Gradual steps toward automation 


Although the smaller bank general- 
ly will serve as “willing guinea pig in 
automation experiments,’ Mr. Perry 
neither plans nor expects to out-Herod 
the larger institutions in trial-and- 
error commitments. He does contem- 
plate, however, later use of a central 
electronics equipment office, outside of 
the headquarters, to process the work 
which will emanate from the proposed 
new building. (A similar technique 
is now in operation in connection with 
work processing in the school savings 
system. ) 

“Yes, we'll certainly do our share 
of pioneering in this respect, but auto- 
mation, as of the present, does imply 
a lot of headaches, bugs and all that. 
Often, a lot of time and money, which 
the small institution can ill afford to 
lose, goes down the drain during ex- 
perimentation stages.” 

But automation to an impressive 
degree, dating as far back at 1947, is 
already in use in the accounting de- 
partment. Mainstay of the system is 
a number of mechanized units, sup- 
plied entirely by the Burroughs Cor- 
poration, which embraces 19 savings 
pass-book machines and a host of 
other such office organs as the F-303 
Sensimatic, which do everything but 
lock the vaults at closing time. Opera- 
tions which have been streamlined by 
the battery of 33 installations include 
savings and mortgage ledger posting, 
daily microfilming of all transactions 
and posting of the general and securi- 
ties ledgers. Latest addition to the 
Burroughs’ second-story showroom are 
three F-303 MA Sensimatics, installed 
in 1956 to process school savings pass- 
books. 

These machines post the amount of 
deposit or withdrawal to student pass- 
books in rapid sequence, permitting 
their quick return to the youngsters. 
The Sensimatics include a paper tape 
punching attachment which provides, 
a a by-product of passbook posting, 
transfer of all data to tape. This tape, 
together with a copy of the journal 
created, is relayed to an outside tabu- 
lating service bureau which maintains 
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ledger records, runs trial balances and 
calculates interest from available rec- 
ords, thereby eliminating the need for 
hiring outside workers to perform 
these computations. 

As Mr. Perry proudly recounts, 
Newton Savings was the first bank in 
the state to become completely mech- 
anized into machine accounting. It 
also was the number one institution of 
its type in the country to devise and 
utilize the method of mortgage interest 
credit computation now _ nationally 
propagated by Burroughs, and the 
bank whose original mortgage index- 
ing, open-shelf filing and follow-up 
systems were employed by Remington 
Rand as a basis for a nationwide sell- 
ing campaign. Lastly, it was one of 
the banks with which Burroughs 
worked closely for a period of ‘several 
years while conducting experiments 
which led to development of a mort- 
gage bookkeeping machine. 


Neighborly feeling retained 


To dispel fears that Newton Savings, 
growing in stature balance sheet after 
balance sheet, might decrease in 
warmth as it increases in size, Mr. 
Perry comments that “size does not 
need to change a bank’s character at 
all.” 

“But,” he adds, “the ‘spirit’ of sav- 
ings banks as a whole has changed 
within the past years. Some of us 
were sleeping through change. The 
influx of various savings and loan as- 
sociations shook us out of our com- 
placency. So savings banks’ advertis- 
ing and promotion, even service, picked 
up, as we went out to develop better 
customer relations and show people 
what we have to offer them.” 

Mr. Perry married a girl from his 
own home town in the Western part 
of the state. They have three children, 
none of whom, incidentally, is a mem- 
ber of his father’s profession, but all 
of whom, one is led to believe, enjoy 
their father’s numerous witticims about 
men and manners. And, as a person 
not averse to helping restore the pun 
to its rightful place in literate con- 
versation, these tales abound in good- 
will and exude friendliness. 

So it’s a pretty safe bet that, auto- 
mation and accelerated growing pains 
notwithstanding Mr. President and 
the bank which bears the stamp of 
his personality will retain their neigh- 
borliness for a great many years to 
come. 

This, too, is a cornerstone of New- 
ton Savings Bank. 


GOT HIGH-PRICED HELP 5 
e LOOKING FOR RECORDS ¢ 


LOW-COST “CONVOY” f 
e STORAGE FILESe 


All your semi-active or inactive records 
are instantly available. What a time and 
money-saver today! 

Rigidized permanent Drawer and Shell 
construction eliminates shelving and costly 
searching (the biggest item). 

All this at half the cost of steel bonquse 
“CONVOYS” are heavy duty 
corrugated board processed to 
remarkable strength. 

Sizes: letter, legal, check, 
deposit slip, tab card... 
10 others. 

There’s a dealer 
near you — or write 


CONVOY, Inc. 


P. O. Station B, Box 216-0 
Canton 6, Ohio 


How To Get Things Done 
Better And Faster 


Boardmaster Visual Control 


s& Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 

yy Simple to operate — Type or Write on 
Cards, Snap in Groves 

ye Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

sv Made of Metal. Compact and Attractive. 
Over 250,000 in “se 


Full price $4g50 with cards 


FREE 24-PAGE BOOKLET NO. G-400 


Without Obligation 
Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd St. @ New York 36, N. Y. 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 80 77 
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Bassick Casters cost 
less than floor repairs 


Here’s why all good office chairs ride on quality casters — 
Bassick’s, for instance. 
Easy action of Bassick swivel and wheel bearings lets 
casters respond instantly to chair motion. This quick, 
smooth-rolling action prevents dragging...guards against 
marking or scuffing floors. 
Wheel construction of Bassick casters also protects 
floors. New, wider, soft rubber “‘Baco” wheel developed 
by Bassick and Firestone engineers lasts longer, won’t 
mark. And use Bassick “‘Atlasite”’ solid molded wheels 
on rugs or carpets. 

Smart office managers protect fine floors and save 
money at the same time. They look for Bassick casters, 


a sign of quality on office chairs and mobile equipment. 
8.5 


Bassick | 


THE <5 mS 
BASSICK COMPANY 
BRIDGEPORT 5, CONN. rd 


& B 


iN CANADA: SYMBOL OF EXCELLENCE 


BELLEVILLE, ONT. 


MAKING MORE KINDS OF CASTERS MAKING CASTERS 00 MORE 
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| 


CATALOGS |[i-Fiii[Sa 
BOOKLETS, BROCHURES | ne | 
FOR THE OFFICE |‘ HHS 


Visible Record Keeping 

Remington Rand, Div. Sperry Rand Corp., 315 Fourth 
Ave., New York 10. New 8-page, 4-color illustrated folder 
(KD-820), The Finest Expression of Visible Record Keep. 
ing, covering the firm’s new Kardex Aristocrat model. (1) 


LUXCO stanos 


ty BADGER, isc. 


Machine Stands 

Badger, Inc., King at Front St, 
LaCrosse, Wisc. Catalog contain- 
ing illustrations and descriptions 
of Luxco office machine stands. 


(2) 


Work S:mplification Methods 

Industrial Management Society, 330 S. Wells St., Chicago 
6. Twenty-page brochure, Work Simplification on Film, 
describing 60 16 mm films on work simplification methods 
of leading American industrial concerns. (3) | 


Office Chairs 

Domere Chair Co., Inc., Elk- 
hart, Ind. New 48-page, 2-color 
catalog containing pictures and 
descriptions of every chair in the 
company’s line. (4) 


Office Furniture 

Robert John Co., 202 S$. Hutchinson St., Philadelphia 7. 
Catalog (No. 20), 24 pages in length, illustrating how a 
wide variety of combinations can be created from basic 
modular office furniture units. (5) 


Wet-Dry Vacuum Cleaner 
Clarke Sanding Machine Co, 

Muskegon, Mich. Illustrated bro 

chure covering uses and specif j 


cations of the firm’s new line of 
heavy duty, wet-dry vacuumg 
cleaners. (6) 


Office Rulers 
Wescott Rule Co., Inc., Seneca Falls, N. Y. Flyer detail 


ing specifications of the firm’s line of office and school rulers al 


(1) 


For further information, use Reader Inquiry Card on 
page 80. 
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CLASSIFIED ADVERTISING 


Rates are 20c a word. Minimum charge $4.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or to Buy 


FOR SALE: ADDRESSOGRAPH MODEL F?, serial num- 
ber F2E-REC-424 with drawers and frames. Roesch-Zeller 
Inc., 50S North MacArthur Blvd., Springfield, Ill. 


FOR SALE IN GOOD working condition-Kimball 75 Tag 
Marker $700. Remington Rand Model 2 integrated chain- 
store Punch Card system (keypunch, sorter, interpreter, tabu- 
lator) 2500. OM 280. 


WANTED TO BUY (and for sale) NCR 31, 32, and 2,000 
class models) NCR Cash Registers, Underwood Model E, 


- Burroughs Sensimatics and Class 7 Multiplying Models, Graph- 


typers, Addressographs, Calculators. Send complete descrip- 
tion and best cash price. Al Steen, 324 No. Vermont, Los 
Angeles 4, Calif. 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a 
manufacturers’ trade-in allowance. Write. Wire. National 
Office Equipment Co., 429 Broome St., New York, N. bid 


OFFICE MACHINE SALES & Service, Miami, Fla. Gross 
$50,000! A-1 equipment. Also brokers contr. print. Top ac- 
counts! $27,500. Dept. #8499, Business Mart of America, 6425 
Hollywood, Los Angeles 28, Calif. 


BUSINESS SERVICE CALIFORNIA. Steno. & Trans. Es- 
tablished accounts. Growing opportunity. Court house loca- 
tion. Good parking. Dept. #B24467 Business Mart of America, 
6425 Hollywood, Los Angeles 28, Calif. 


WILL BUY AND SELL—AIl makes calculators, adding ma- 
chines, bookkeeping machines and other office machinery. Give 
us full specifications and serial numbers—model number if 
possible. We'll quote highest prices. International Office Appli- 
ances Inc., 326 Broadway, New York. 


HIGHEST PRICES PAID for used Bookkeeping Machines, all 
makes, Burroughs, Sensimatics, N.C.R. 3000, 3100, Rems, E. 
Fisher, Underwood, Brandt Coin Machines. Advise full model 


- and serial numbers for our quotations. L. A. Pearl Co., 140 
x: 


W. 42nd St., New York 36, N 


Business Opportunities 


ELECTRONICS, LEARN HOW to program Business prob- 
lems such as Payroll, Accounts Receivable and Inventory 
Control for electronic computers. Send for Free information 
describing our Home Study Course “Programming for Business 
Computers”. Business Electronics Inc., Educational Section, 
420 Market Street, San Francisco 11, California. 


Fevcraveo BUSINESS CAR 
a x 1000 i MANUSCRIPT 


BUSINESS ANNOUNCEMENTS 500 ONLY $28 MMGUAASLO 


CLIP YOUR LETTERHEAD TO THIS AD... $3° 100 
MAIL FOR FREE PROOF - 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
JANUARY 1958 


Security 


MAIL BAGS.. 
Protect Your Mail me 


REDUCE YOUR OFFICE 
MAIL CHORES! 


A Complete Line of 
ATTRACTIVE 
DELUXE ALL 
LEATHER OR 

CANVAS & 

LEATHER MAIL 

BAGS. 


ay) WRITE FOR 


Ss CIRCULAR 


| 34 E. McWILLIAMS STREET 


FOND DU LAC, wis. 


Weekly and 
Monthly Books, 
Weekly Sheets 


Sturdy, Conven- 
ient, Complete. 
Vest-pocket 


INCOME TAX Deductions 
are SAFE with BEACH'S 


Start your new year right: 
Use BEACH’s for all travel 
| expense data. Items are easily 
entered as incurred; and uni- 
form, permanent records 
back your claim . . . Worth 
their weight in gold—and 
used by MORE firms, more 
salesmen than any other kind. 


At your stationers; or write 


BEACH PUBLISHING CO. 
19829 W. McNichols Rd. 
Detroit 19, Mich. 


Size 


 llhaas VERT-A-SORT 


‘for ee SPEED and ACCURACY 


Finest sorter on the market — 

sure to increase sorting effici- 
ency and production regardless 
of present sorting methods. 
Compact, sturdy and flexible 
for profitable use in any busi- 
ness. Made ina variety of sizes, 
alphabetical, numerical or any 
indexing to suit your needs. 


Write today for complete details. 


THE Kiklhans COMPANY 


BP §=—8012 S. Chicago Ave. © Chicago 17, I. 


ox 


= 116 page cotolog 
Just Poets iee T yOURS FREE 


| write Todey> 


ELBE, FILE | & Leiter CO., INC. 
OF AMERICA'S LARGEST MANUFACTURERS 


= AVE. 
NYC. OF LOOSELEAF PRODUCTS 


One 


DEPT. OM-2 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 80 79 
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OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. 


GET MORE 
— INFORMATION | 
__guickly easily 


On New Products 
@. ; 


Obtain New Catalogs 


and Helpful 
Literature | 


INQUIRY SERVICE 


Subscribers 
to 
OFFICE MANAGEMENT 


This service 1s provided for the con- 
venience of Office Management Exec- 
utives in obiaining complete informa- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fied by their respective page numbers. 
Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK ... FOR PROMPT SERVICE 


Please forward to the respective companies, our request for further 
information on the items we have circled below. There is no obligation 
to us for this. We understand this is a service to us as a subscriber. 


" January 1958 New Products Items and Catalogs 
ane JANUARY 1958 ADVERTISEMENT ¥ po 
Le . : : (Circle respective item numbers) 
ra (Circle respective page numbers on which ads appear) 
Bags 1 A-l B-2 C-3 D-3 E-4 F-6 H-1 
a Page Page Page Page 2 A2 ~~ B-3 ° - 4 4 oe 
=) 3 A3  B-4 5 D- -l ‘ 
Bs 2nd Cover 33 63 AVR 74 TCS 4 A-4 B-5 C-6 D-6 F-2 G-3 H-4 
Bris 3rd Cover 44 66 GAC 74 TC 5 A-5 B-6 C-7 E-1 F-3 7 H-5 
5s Aepel? 6 A-6 C-1 D-1 E-2 F-4 5 H-6 
a, ’ « 66JJS %@CHH | > BI C2 D2 +;E3 FS G6 HI 
ea 4 46 67 ALC 75 WAF 
daa - 6 47 67 TPC 76 AP TOOLS OF THE OFFICE 
a 7 53 68 AMI 76 CCS Information on products listed in the Tools of the Office 
a 8 54 68 JDB 77 CI section may be requested by writing in names of manu- 
Saas turers. 
a 9 55 69 SMC 77 GS Manufacturer Page No. 
aT ee 10 59 69WRR_ 78 
: ‘ ll 60 TSC 72 TSC 79 CPC 
. sh a 12 60 AWF 72 BBC 79 BPC 
a oe 13 61 73 CI 79 TKC 
aad 15 62 VFI 73 OM 79 EFB 
oa 16 63 SPC 73 ESP 79 DEC « 
a 18 81 
: a el Fractional page ads further identified by initials of advertiser 
<i i SD dg tmaiccia ete badd as aches moar Oaienaasemiiess caeee WE cabucccepseaaees — on 
se o NN Cut cece how raat Damier see ARAGNN SEW aa CLUN eee elembeuuaeeuesaaeeseeewense Office Management 
i, oe PE it iceadiswrciekeebhssdeeneeswnewcos pane eionshe an baaeseiseewertneaee This inquiry form good 
pr we NE cuba wabasecehensbetensaeesseetenaenten Zone 22.00 BD cds icwsecsdsccuduas until February 15, 1958 
a. x Number of Office Employees (all departments) ............cceecceceeeccccecees ane 
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Acco Products Div. of Natser Corp 55 
Agency—La Porte & Austin, Inc. 

Acme Visible Records, Inc......... ; 63 
Agency—E. H. Brown Adv. Agency 

I ID Sod sg-an © sreie Sine 0-H ba penene 
Agency—Clayman & Associates 

_ American Cancer Society........... ios: ae 

American Lithofold Corp................ 67 
Agency—Burlingame-Grossman Adv. 

SEES CEE EP EET EL 76 
Agency—Neds & Wardlow Adv, Agency, Inc. 

American Telephone & Telegraph Co... . 3 
Agency—N. W. Ayer & Son, Inc. 

ae are <2. ae 
Agency—Frank C. Jacobi Adv. 

PE es Wad cesses esscwesaisesd ra 
Agency—James Thomas Chirurg Co. 

Beach Publishing Co.................... 79 
Agency—Francis Adv. Agency 

Brush & Co., Inc., John D........... 68 
Agency—Hanford & Greenfield, Inc. 

OE er ee ae rae 79 


deuce—taaathes Adv. Agency 


Carving Studio, The, Div. of Custom 

A Se ors 74 
Agency—Ben Rinaldo Adveritsing 

Chesley Industries, Inc................ 73 
Agency—Les Strang Associates 


Columbia Ribbon & Carbon Mfg. Co., Inc. 47 
Agency—E,, M. Freystadt Associates, Inc. 

heer ila Din ase ere ca xniee 77 
Agency—Rex Farrall, Inc. 


Cramer Posture Chair Co., Inc. .......... 8 
Agency—Allmayer, Fox & Reshkin Agency, Inc. 


NN IN 65 ho.5 ones bs aww 46 
Agency— Batten, Barton, Durstine & Osborn, Inc. 


Dewberry Engraving Co.................. 79 

ee ee eee a 
Agency—Fuller & Smith & Ross, Inc. 

Diebold, Inc., (Flofilm Div.) .. 53 
Agency Ritter, Sanford & Price, ‘Inc. 

Dixon Crucible Co., Joseph...... 10 
Agency——George N. Kahn Co., Inc. 

Eastman Kodak Co., Business Photo 
Methods Div., Waele... cc. ccs: 13 
Agency—J. Walter Finnsens Co. 

Elbe File & Binder Co., Inc. — 
Agency—Kenneth L. Nathanson Associates 

co, ee 12 
Agency Ambrose & Borrie Adv. 

Eureka Specialty Printing Co Sean ae 
Agency—Kretschmar & Dinner, Inc. 

Faber-Castell Pencil Co., Inc., A. W...... © 


Agency—J. M. Kesslinger & Assoc. 


Force & Co., Inc., Wm. A........ P > 
Agency——Philip I. Ross Co. 


Gates Acoustinet Co 


Oe POT a ee 66 
Agency—-Warman, Robins & Gorham, Inc. 
Graphic MR 4 Sixt ndsincasesshscnaan 77 
Agency—Diener & Dorskind, Inc. 
Haloid Co. The... 0.22.2. seeceeeeeee. 9 


Hammermill Paper Co. . 
Agency—Batten, Barton, Durstine & Osborn, Inc. 


Diagrams TON, 6 a6 isc ceccnses ntsc tase, ivig Se 
Agency—Frank C. Jacobi Adv. 


Hunt Pen Co., C. Howard... .. i age 75 
Agency Doremus-Eshleman Co. 


Kohlhaas Co., T 
ioe eee Jacobi Adv. 
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Now Heyer offerg 
Push-button Dupliatin 


ott little more than the 
price of some 
hand-operated 
machines 


MODEL 766A 


aw Wek I 


CONQUEROR 


SPIRIT DUPLICATOR 


9 qo Plus Tax 


Every office duplicating job can be done 
much more easily on the new Model 76 
Mark II Conqueror automatic electric du- 
plicator. It delivers 110 clear, crisp copies 
per minute in 1 to 5 colors... at a frac 
tion of a cent per copy. Its constant speed 
produces better and more uniform copies; 
it frees the operator so that the copies 
can be observed; and most important... 
there’s no effort on the operator's part, 
for this new Conqueror runs without watch- 
ing, and even turns off automatically. The 
Model 76 Mark II offers all this, plus new 
engineering improvements .. . at @ price 
that can’t be matched! 


Send for 
this FREE 
Booklet 
TODAY! 


The HEYER Corporation 1-58 
1822 S. Kostner Ave., Chicago 23, Ili. I 


Please send FREE 16 pg. booklet on Heyer | 
Mark II Conqueror duplicators. 
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COMPANY. 
ADDRESS 
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editorial 


‘“‘Business as usual?” 


THE START of a new year is traditionally the time for resolutions — 
most of which are usually hopelessly lost, and often completely forgotten 
before the first week of January has ended. The old pattern, after a few 
strenuous efforts at improvement, proves too alluring, too comfortable, to 
be changed. 

A business can be like an individual in this regard, even though its 
resolutions to do things differently do not necessarily fall on a given day. 
The determination to improve over the past, to search out new and better 
ways of doing things, can be very firm one day, faltering the next, lost in 
the press of daily details almost immediately. “Business as usual” takes 
over. : 

Somehow, this year, we believe things will be different. As our lead 
article this month points out, the impact of the events of the past year 
has brought us to a national time of reflection, a period when most 
Americans realize “business as usual” is not enough. This is a time when 
imagination and courage are called for, rather than the ability to maintain 
yesterday's routine, at yesterday's pace. As we see the wheels of American 
industry start to accelerate, as the overtime shifts begin again in basic 
industry, we are reminded again that with individuals and with com- 
panies, as with nations, the race is to the swift. 
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Angelica Uniform ~< achieves maximum automation 


in an ADP system 
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The company’s success proves that maxi- 
mum automation of data processing results 
from thoroughly planned procedures; em- 
ployment of proper forms, construction and 
design; and full utilization of latest writing 


Aapthea A B® 


WASHABLE UNIFORMS { 
LS | a xx 
» 


machine equipment. From the one ADP in- 


stallation Angelica not only automated four 
separate procedures into one, but won gains 
never realized before . . . speed of processing, 
freedom from error and delay, company-wide 
control, and current knowledge of inventory. 
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A master tape containing constant customer 
information, together with salesman’s order, 


TOTAL INVOICE AMOUN' 


is the starting point for the automated chain. 
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| _ 
ple PF The chain utilizes Flexowriters, wire trans- 


mitters and perforators, by-product tapes at 
four stages, and specially designed Moore 
forms. It handles all operations speedily . . . 
order acknowledgment, order processing, 
preparation of invoices, tabulation of sales 
analyses, and other statistics. 
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The Moore man, using Moore facilities, 
helped with the scientific design and con- 
struction of the forms . . . 3-part Customer 
Acknowledgment, 5-part Order Form, and 
4-part Invoice. 


If you would like to read 
the details in this booklet, 
write on your Company 
letterhead to the Moore 
office nearest you. 


MOORE BUSINESS FORMS 


Inc 
NIAGARA FALLS, N.Y. * DENTON, TEX. * EMERYVILLE, CALIF. 


Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 


offices and factories across U.S., Canada, Mexico, Caribbean, and Central America. 
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Take a peek into the future and see a whole 
new approach to executive office living. Here 
is the Delta. It’s from the new Steelcase 
Flight Line — executive office furniture 
thoughtfully designed for busy men. The 
massive top, with its distinctively different 
delta-wing shape, gives you almost unlimited 
work area and doubles neatly as a conference 
table for on-the-spot meetings with your 
staff. And, each pedestal and drawer carries 
a full complement of personal features to 


of things to come 


help you handle increasing amounts of work 
in an ever-shortening day. Better office furni- 
ture dealers are featuring the Flight Line now. 
See it soon! Steelcase Inc., Grand Rapids, 
Michigan. In Canada: Canadian Steelcase 
Co., Ltd., Don Mills, Ontario. 


Our new full-color Flight Line 
| brochure will tell you more about 
the shape of things to come. Ask 
varvencase | your secretary to write Dept. M 


STEELCASE 
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